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SECRET 

9 April 1956 


MEMORANDUM FOR: 

SUBJECT: Meeting of CIA Incentive Awards Board 

In accordance with the provisions of 

Incentive Awards Program, the CIA Incentive Awards Board will meet 
on Thursday, April 19, 1956 at 10 A. M. in Rook 26(1)1, Curie Hall. 

FOR THE CHAIRMAN, INCENTIVE AWARDS BOARD 




Executive Secretary 


Approved For Release 2001/07/31 


SR 


DP80-00832A00030001 0020-1 


\ 


25X1 A 







STANDARD FORM NO. 64 


25X1 A 


25X1 A 

/ 

I 



A 

RDR60^O832AOOO3OU<Mb2O-1 ^ ’A ^ — — 

• UNITED STATES GOVERNMENT 



DATE: 19 Apr ]_956 


concurs with the recommendations of the Executive 
Secretary on the complete agenda. He would, however, like to 
have the meetings held in the afternoon since his duties with 
the Building Committee often involve morning work and have top 
priority over everythingelse. Tbld him you would call him, 

mb 
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Suggestion No. 1721 
Date of Suggestion: 12 April 195$ 




Scientific Intelligence 


IAC (Capt) 


A. Summary of the Suggestion: 

The suggester proposes that in all issues of the MLRA, EEAL, 
and other accessions lists, the tables of contents and/or abstracts 
are given in both English and the language of the periodical 
publication, such as Russian, Bulgarian, etc. Since the lists are 
especially intended for use by Government personnel, the inclusion 
of the foreign language is entirely unnecessary. Any user, if he 
has doubts regarding the accuracy of a translation, can order the 
periodical. 

B. Evaluation of the Concerned Office : 

On 1 December 1955 the Deputy CIA Librarian submitted this 
evaluation: 

"The CIA Library has now obtained approval from principal using 
offices in CIA for application of Suggestion 1721 to the Monthly 
List of Russian Accessions produced by the Library of Congress under 
Agency sponsorship". Henceforth, transliterated versions of the 
tables of contents of Russian periodicals will be omitted from 
Part B of the MLRA. 

"The Library of Congress has had two months of experience with 
the suggested change and continues to estimate that an annual saving 
of $5,000.00 will result. The change and savings stem from 
Suggestion 1721 and we recommend that an appropriate cash award be 
granted suggerster for his contribution." 

IA Note : This suggestion was deferred from 31 May 1956 Committee 
meeting in order to determine eligibility of suggester (military 
detailed at time of submission of suggestion --later and currently 
civilian employee with CIA) . 

Mr. John Roth, Personnel Management Advisor, Incentive Awards 
Program, Civil Service Commission, informed us on 19 June 1956 that 
the Legal Counsel at the CSC had rvuLed that suggester was ineligible 
for the cash award in this case. This ruling 'is based on the fact 
that the status of the individual at the time he submits a suggestion 
is considered governing his eligibility. This is illustrated by 
PL 763 , Title III, Section 30-’+(c) which states that a person who sub- 
mits a suggestion continues to be eligible for an award even after he 
leaves the Agency. If a civilian employee submits a suggestion and 
goes on active military duty, he is still considered eligible for 
the award because he was a civilian when it was submitted. 


CONFIDENTIAL 

Approved For Release 2001/07/31 : CIA-RDP80-00832A00030001 0020-1 



Approved 


ForRelease 


2001/07/31 : CIA-RDP8O-OO832AOOO3OOQJ0O2O-1 


CONFIDENTIAL 


25X1A 


Suggestion No. 1721 (Cont’d) 


of the CIA Legal Counsel was contacted 
and he agreed with the Commission ruling. 


C. Recommendation of the Ex ecutive Secretary: 

Adopt. The tangible savings of lj;5,000 would normally 
entitle the suggester to an award of ^150.00. A cash award 
cannot be granted in this case because of his military position 
(Captain, US Army, detailed to CIA); however, a letter of 
appreciation signed by the Director of CIA £or DD/s is suggested. 
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Suggestion No. 2319 

PateofSuggeation 1 11 April 1956 

FX/ri Into 11. Analyst GS-7 

A. Summary of the Suggestion: 

Suggester proposes that the addition of the words "RI 
COPY * 1 to the block stamp now in use in the Analysis Section of RI 
would save the Analysts time and effort now spent in a double 
effort <bf using two stamps. 

B. Evaluation of the Concerned Office: 

On 23 April 1956 the evaluation of Chief 

RI stated : 


This suggestion is worthy of adoption and RI intends to 
put it into effect. 

"Through use of the one stamp rather than two, RI will real- 
ize increased output at the same cost plus other intangible bene- 
fits in the records control and identification areas as well as 
m the morale of the personnel concerned. Personnel performing 
work involving the use of these stamps are in the GS-5 GS-9 
level. While the stamp is Used on documents other than cables 
the cable figure is the only isolated category of material upon 
which statistics are available; figures on other material would 
have to be percentages of estimates . During calendar year 1955 
the Analysis Section processed 145, 6ll cables. This figure will 
increase for 1956 according to current trends-. Therefore, the 
use of the stamp as suggested will represent a savings in over 
145,000 stamping operations at an average GS-7 level." 

C. Recommendation of the Executive Secretary: 

Adopt, Award of $15 based on intangible benefits. 
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If t oEvaluijj i on ; <c jEMPtoytk sumest i oi 

^.executive secretary,/" From: ’Chief/* 

INCENTI VE awards 


■ INDICATE ACTION * j. 
■‘RECOMMENDED BY 3- 
PLACING ACTION 4. 
NUMBER IN BOX 5. 

«• 

7. 



I . ADOPT FOP USC . 


m 


ALREADY IN EFFECT f(UT|TH IS' SUGGESTION MAKES ADD CD CON TR II 
DISAPPROVED FOR ADOPTION. '• 

ALREADY IN EFFECT AND NO PART j)F THIS SUGGESTION MAKES AODEO CONTR I SUTION . 
REQUIRE FURTHER STUDY. (RXPBCTBD MTS OF COUFLtT I ON ' ' 

OTHER (SPECIFY BELOW ) " " ~ 

REFER SUGGESTION TO . ... 

(Qh it* ccmMikNT) . 


REASONS FOR RECOMMENDATION 


In order to guide the Incentive Awards Cowittee in making lin.l determination, an analysis of the antlcT^aTiT 
X E£X_ ? «. «v| . n .g. ; and/or other bene f it a should be shown here. If applicable, indicate and explain below pro- 
posed disposition of savings as (1) allotment savings, (2) increased output at sama cost or (3) application of 

resources saved to some other necessary activity. If suggestion contains intangible value, such .. 

safety, etc.., please indicate the extent of the area which you think the augititlon will affect, i.e • the iml 
mediate area, office-wide, Agency-wide. Attach additional sheet if store apace is needed, 


The Agency Safety Officer has reviewed the subjeot suggestion and the 
answer to this suggestion from the Chief, 'Admin Staff, OL, and concurs both 
with the disapproval and the reasons for disapproval. There is nothing 
further that can be added to the statements from the Chief, Admin Stiff. OL, 
by the Safety Officer. 


20 March 1956 
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TjlONAYufcE OF EVAtuTfTNG on Tc i Al fFypriitiT-inB-TTrTT ) — 


form no. 2^tthrdve i d ( f t er f Rel^ise^0 

I MAR 55 WHICH MAY BE USED. 



25X1A 

HD-CJU 8 J 2 AUUU 3 UUU IUU 2 U - 1 


(411 



- i ‘’ ,;! " ROUTING AND RECORD SHEEf 

^ ^ " r 


25X1A 





AptJ&oo; 


■ a -.- ' ' ' . 
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COMMENTS (Number .och comment to ihow from whom I 
o whom. Draw a line acrou column offer each comment.) 


It is recc»*»nd*d that this be 
referred to the Safety Engineer for | 
hi* rcnraentp » It appears that thei 
i* an "accident hazard situation" 
vhich i# not solved o 

^ave discussed this with Mr 0 

he confute with our 2 5^(1 A 
feelings on it. He vin be glad 
asei.t the Safety Engineer in **y 
way that he can. 

25X|lA 

Safety analysis should be arc oturtl j ; 
by Security. 

Jo Do 

2 t° 3 This was inadvertently 
sent to Logistic # } please process 
as necessary, 

25^1 A 

reply and return tt.ru Eas 
for control 

25XlA 
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ia t.^5gested that a non-skid wax be ... , 

Quakers Eye. The floors were vaiced laft week*^?^ eSpe n cially in the 
V " 1 ; 5 " Cwc ca5es because I was walking with them > nt -p ° peoj)le fel l« I know of 
«•*«■ of U*. when It ha^penM ‘““fortunately was unable to 

»■**-*■;'* of ■'• similar Incident »lth more Castle ree^ltr^ 1 ' VCr ' hurt but the 
question ■ arastic results is not out of the 

T ‘ lIs Perhaps is not a matter of g.^n+v -k * 

T: s '“ s in Quarters «“«•«•» of all the 

c wr nch nave asphalt tile blocks used as fi ffiporary buildings especially 

because I have a direct knowledge S thfn goring. I mention Quarters Eve 
" la ' r mutations require the use o rif such wax & ?f ^uch that .building. I understand 

n.-;<.*u should te checked. ‘ 8uch is the case "then the kind being 
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Hate " 
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3 October 55 


Shouldn't this one be tent on to PBS. If there It such & thing 
at "non -skid" wax, PBS should unite it into their supplies « Suggest 
we li*%o#s this one st one of our meetings. 


25X1A 


I agree ihsft tteit should be pattad on the PBS 


25X1A 


Agree alto that th is should be patted on to PBS 


25X1 A 
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TO: (Officer designation, room number, and 
building) 
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REC'D FWO'D 


2 - CTB/l 


2212 


2214 


FE/Security 2028 


2 April 


25X1 A IAC 559 


30 March IS 


OFFICER'S COMMENTS (Number each comment to show from whom 
INITIALS to whom, Draw a line across column after each comment.) 


b . Subject hu departed for 
an oversew as s lament o FE 
Security officer did not have 
an opportunity to discuss this 
vlth hlMe He is a n ev employee 
with the Agency e fh ere seeas 
to be merit in soae of the ideas 
presented o FE/Securlty 


” 1 — " 1 1 1 1 i 

* 6lft, u &ragS Q UNCLASSIFIED 
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Oha irman 
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I aa not entirely satisfied with the turn-4o<m on this suggestion: it 
•eene to aake s foot deal of sense, and I believe it be put 

an an early agenda far dissuasion. 

5/23/56 


25X1A 
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Suggestion 2276 


Date of Suggestion : 12 March 1956 



Logistics 


A, Summary of the Suggestion : 


Bldg. Supply 
Asst • 


GS-7 


Suggester proposes that construction plans for a building 
at an overseas station be altered to allow for outside construct 
ion of this unit rather than constructing it within an existing 
building. This proposal would afford more space and allow more 
air circulation and natural lighting.. 


B. Evaluation of the Office concerned: 

The Office of Logistics of 7 March 1956 stated the following: 

"The construction of an adjacent building in lieu of con 
structing a room in an existing building resulted in approximately 
656 sq. ft. of floor space available for storage, 

"The estimated construction cost of $3^16 and the actual con- 
struction cost of $ 2800 , shows a saving of $ 6 l 6 . However, the cost 
of the adjacent building would have exceeded toe estimated $ 3 *+l 6 
had the same material been used and four walls instead of three 
been constructed. The present repair shop is by no means as fin- 
ished a shop as that originally planned. 

"Since storage space was a serious problem at the Station, 
and through this suggestion additional storage space was made 
available, it is felt that this employee should be given a letter 
of commendation or a nominal monetary award. 


Ihcentive Awards Staff Note : 

On 11 April 1956 we discussed this case with 

with Logistics, who was evaluator of 
suggestion. He felt that even though there could be additional 
savings, they would be difficult to determine. He recommended an 
award of $35 based on savings of $ 6 l 6 plus $10 to $15 for 
intangible savings and morale etc. 

C. Recommendation of the Executive Secretary: 

Adopt. $35.00 based on tangible savings of $6l6,00 
and $15 for intangible benffits (improved working conditions 
and morale). Total award of $50.00 recommended, 

SECRET 
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Cl, I .TERNAL USE ONLY 
Suggestion No. 2265 
Date of Suggestion : 2 March 1956 

Communications Secretary GS 4 

A. Summary of the Suggestion; 

Suggester proposes use of a very thin sheet of paper to serve 
as a protective overlay for mimeograph stencils. 

B . Evalua tion of the Concerned Office: 

The Records Management Staff on 23 May 1956 stated the 
f ollowing : 


"In response to the request form Chief, Records Management 
Division the Supply Division ordered 20,000 sheets of pro 
tective overlay film to be stocked in the Agency supply system. 
This action adopts an adaptation of this suggestion. 

"The suggester recommended that typists in typing stencils 
should place sheets of tissue paper over stencils to prevent 
cutting out letters. Accordingly, we tested her method as well 
as several commercial products designed to improve stencil 
cutting operations. The film that we requested the Supply 
Division to order provided the best protection at the least 
cost . 


"The suggester is therefore entitled to an award based 
on the following; 

1. While she didn't suggest the best solution she brought 
to light a problem generally prevalent throughout 
headquarters . 

2. The solution developed by the Records Management 
Staff will provide typists with a means of : 

(a) Producing better copy from the approximately 
149,000 stencils used annually. 

(b ) Preventing the cutting out of letters, 
particularly when stencils are prepared 
by electric typewriters. 

(c) Preventing the filling in of typewriter 
type, thus eliminating type cleaning. 

CIA INTERNAL USE ONLY 
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"It is impossible to estimate the exact savings that 
this suggestion will produce in headquarters and the field. 
However , its potential effect on stencil- cutting operations 
appears to justify an award of v 20 based on the Civil Service 
Commission’s scale for determining awards for intangible 
benefits 


C. Recommendation of the Executive Secretary 

Adopt. Recommend award of $26.00 based on intangible benefits. 
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Suggestion No. 2243 
Date : 17 February 1956 

Compt. - Payroll Co-ordinator GS-5 


A- Suggestion : 

Subject: Additional Compensation Hours 

When the Time and Attendance Report was separated from the Payroll 
Change Notice, a need arose in the payroll Branch at the time when 
the additional compensation was audited and recorded from the Time 
and Attendance Report. 

I 

The following example will best clarify the situation which existed 
and how my suggestion alleviated the problem. 

Reference 1: This represents John D. Doe's Time and Attendance 
Report as it was submitted to Payroll. The present law allows a 
GS 14- to be compensated for lo hours of overtime but John D. Doe , 
worked 22 hours. Therefore, he is to be paid the maximum amount 
allowed by law. The payroll clerk is responsible for detecting cases 
of this nature, but without the application of my suggestion, he' 
would have to memorne cases of this nature. 

If this particular case was not detected, it would be submitted to 
the Machine Records Division with the routine additional compensation 
for computation. It would be caught, however, by machine process, 
and a representative from Payroll Branch would be called to check 
the particular case for payment. This means a delay in the processing 
of payroll which could have been avoided by the use of the additional 
compensation hours chart. 

Reference 2: This is the same Time and Attendance Report as was 
described in the above paragraph except with the addition of my 
additional compensation hours figure (notice block at the top 
designed for its use). The payroll clerk would know immediately what 
to do without any question in mind. 

This suggestion was put into effect around Novemberl955 and has not 
only been helpful to the payroll clerk, but lias been helpful to almost 
everyone who comes in contact with the Time and Attendance Report. 

Attachment A: This is the chart which I prepared in connection with 
my suggestion. 

IA Note : Executive Secretary will have a copy of chart referred to 
by suggester at Committee meeting. 

’B. Evaluation of Concerned Office: 


On 31 May 1956 the Office of the Comptroller reported: 
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CIA IlTbRillL USS OiTLY 

.jU[j j Lit. . on 1 o • JZ y_, (Ccnt'dl 

'Tao procedure proposed sj toe suggester rn th..s case was 
achx.nrstrat .vely adopted and placed into e fleet pA£d*V to the 
sv.bix.ss~ on of the sv^pestj-on to the Incentive Avardo Coi.sx.ttee . 

"J'a have rnforiaally conf.-.rned that thj.s surest:. or vas sue-' 
rutted by the person vino -.n...t~aHy proposed' the ..dca on vlueh the 
chanye ...n procedure vas based. The job descr.r -t:.on of th..c 
.n&ivrdual is not considered to be svffid..ently broad as to 
.nclude a basxc rs spons.-.bilrty for th.:.s type of change j.n proc ’ 
jelieve, therefore, that the si’.yyester ..-.s entitled to crecL. 
for the suyycst~or on an after- the-fact oas-.s. 

It ..s estrmated that the rate of savings resrlt:..ny iron the 
adopt.-.on of thrs suyyesticn ’rill appro: m-iate zm .per annua, 1 

C. Recorxaendatlon of th e A : '.scut-lye Secretary: 

Adopt. £,10 avard eased on tar_y:.jle savings of jji.00. 



CIA IITTARlIAl USA C1ILY 

-flit. 
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Suggestion No, 3233 
Late of Suggestion; 6 February 195 6 

|(pllW p!| (|pllfB |WWW^ / 

OCR/Library Cateloger 
Summary of the Suggestion; / 


A. 


GS-9 


, s ^Sgester proposes that the next revision of the Trans- 
literation Handbook include the Russian -Turkic languages. 

B, Evaluation of the Concerned Office: 

eration ?,m 1 U 19 * *5® 01)1 ( Adml ”) ^ted that the transit- 
erat ion tables included m this suggestion will be put into 

later^this Handbook whicb "1U be undertaken 

later this month. Suggest $25,00 award. 

Minutes rf ^L?? 56 ' ? BI < Admin ) Emitted to the IA Staff, 

of Foreign SblfSilT S- ° Subco “« t " on Exploitation 
L i?” Fublloattone. Minutes of this meeting revealed that 

gestlon! g 0rrnan of thla subcommittee referred to this sug. 

c. Recommendation of the Executive Secretary: 

Award of $25.00 for intangible benefits. 


0 
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1955 


Executive Secretary, Incentive Chief, Central Cover Branch 

Awards Committee 


X Disapproved for adoption 


The present volume of Agency business, which would be submitted 

to such an individual to handle, does not appear to warrant adopting 
the proposed action. 


Telephone conversation with evaluator on 12 Jan 56 reveals that 
he did not necessarily wish to qualify his recommendation for 
disapproval by adding "at present.” He requested that it be 
removed. 


23 December 1955 
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Suggestion No, 2216 

Date of Suggestion; 23 January 1956 

SSD/Covert Records Clnrlo GS-lj 


A c Summary of the Suggestion ; 

Suggestion proposes increasing efficiency and localizing control 
of Security Office files by modification of present system now employed 
in the Covert Records Section of the S6D, Office of Security y aving 
all files that are in reference to a new case be pulled only aft. -- 
processing has been completed, and immediately prior to the time foi t 

File Analysis review,,. 

B „ Iv alu ation of Concerned Office: 

The Security Support Division, Office of Security on 7 February 1956 
stated" "Thre proposed suggestion has been partially put m efxec an 
is a beneficial contribution to the operation of the File Unit, Savings 
in time and/or money are difficult to evaluate inasmuch as the actual 
time involved in charging out files is not affected. The real saving 
is effected when a file which is already charged out is required. 

Under the new procedure, the search for this file can be limited to one 
place, rather than having to search in two or three different areas as 
in the past. This jreatly expedites location of files, thus increasing 
efficiency and morale of Division personnel. Although time saved by 
this procedure cannot be readily computed, it is recommended that the 
contributor of this suggestion be given a nominal cash award," 

C„ Recommen da tion of the executive Secretary : 

Adopt, ;:,l5 nominal award based on intangible benefits. 
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.Suggestions No„ 1037, 1967, 2102 


Date of Submission; 

1037 - Submitted 2b June 195U, 
1967 - Submitted 8 August 1953, 
2102 - Submitted 28 October 195 



Logistics, Storekeeper (Gen) 
D 0 , logistics, Gb-9, BbO 
Logistics, Storekeeper, GS-ii 


A, Summary of Suggestions; 


All three suggestions were basically the same. They proposed that 
the Office of logistics stock the center cores for scotch tape dispensers 
as employees were requesting nextf dispensers when center cores become lost. 


b 0 Eval uation of Concerned Offices ; 

29 February 1956 - Chief, Administrative Staff, Office of -Logistics; 

"Current survey of 'this situation indicates the suggestion has been 
placed into effect and has resulted in the reutilization of 3,019 
dispensers and an approximate savings of >2,635* The dispensers without 
center drums have been collected over a period of approximately l-g- years, 
and therefore, this savings should be computed in a like manner „ 


"Arrangements have been made with commercial sources to supply 
stock of center drums, and it is supply Division's plan to furnish 
same to Building Supply Officers who will, in turn, install the 
center drums on tape dispensers returned without center drums from using 
individual s„ 

"It is recommended that suggesters be given a cash award in pro- 
portion to the above savings*" 

Adopt for Use* 

Incentive Awards Note; 

; la The oldest suggestion, ,/-1037 was evaluated in July 1955- by the 

Office of Logistics* At that time they stated that it was their 
policy to do what was suggested] therefore suggestion already in 
effect* 

2, Suggestion , 1967 and 2102 were treated as duplicate suggestions by 
the Incentive Awards btaff because of Logistics evaluation of 1037* 
However, the suggester of ,,2102 called our btaff and said that the 
proposed system was not in effect. Further followup with Logistics 
revealed that the suggester was correct* At this point we sent 
suggestions to Logistics for re-evaluation* 

3° Chief, Supply Division, Office of Logistics, 

stated on 27 Larch 1956 that this suggestion was not within job 
responsibilities of any of the suggesters* 
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Suggestions Nos. 1 37,s 196 ? , 2102 

C« Recommendation of Executive oecretary ; 

Total award of . ; 75 divided equally among 3 suggesters based on 
^70 for tangible annual savings of > 4 . 1 * 756 „66 ( H i> 2,635 savings for lu 
years) plus to round off to a figure divi sable by 3« 
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CIA INTERNAL USE ONLY 
Suggestion. No. 2210 


STATINTL 


Late of Suggestion : 13 January 1 956 



Security Secretary 


A. Summary of Suggestion: 


GS- 7 


Suggester proposed that IBM Electric typewriter carbon 
paper $5211 be substituted for IBM typewriter carbon paper 
#520. (5211 rolls contain 10 feet more than $520 rolls) 

B. Evaluation of the Concerned Office : 


The Office of Logistics on 25 April 1956 stated: 

"Carbon paper ribbon (#5211) has been checked and consid- 
ered for possible adoption with the finding that it is of 
equal or of better quality than the carbon paper ribbon presently 
in use (#520). Future procurement will be made for ribbon 
#5211 when replenishment action becomes necessary. Existing stocks 
will continue to be issued until exhausted." 

C. Recommendation of the Executive Secretary: 

$10 award based on $80 tangible savings. 
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Suggestion No. 2206 

Date of Suggestion: 12 January 1956 

Interim Assignment GS.if 

Clerk-typist 

A. Summary of the Suggestion: 

Suggester proposes that the 3 x 5 appointment cards , that 
are currently "being typed in the Interim Assignment Section, 
be done by means of a rubber stamp. 

B. Evaluation of the Concerned Office: 

Evaluation of the Office of Personnel dated 1 February 
1956 stated: 

"Consideration of the present suggestion has led. to the 
conclusion that printed appointment cards will be both desir- 
able and practicable. Necessary action to design and order . 
the forms has been initiated. This procedure adopts the spirit 
of the suggestion if not the form. 

C. Recommendation of the Executive Secretary: 

Adopt. $15 award based on intangible benefits. 
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Suggestions #11 W, #1949, #1808, #1833 

Communications Office trainee 
Research and Reports geographer QS -12 
Logistics Statis, Draftsman GS~7 

Current Intelligence 10 GS-13 

A. Summary of the Suggestions : 

Employee Suggestion's 11W, 18C8, 1833 and 1949 proposed the 
use of more permanent type "open” safe signs. 

B. Evaluations of the Concerned Offices: 

The Office of Security on 22 September 1955 stated that 
they felt that use of a particular type of "oped' safe sign 
was a matter of choice and proposed that Logistics be consulted 
for a comparison of costs of the new and the proposed safe signs. 

The Office of Logistics on 20 January 1956 states that as 
a result of suggestion #1833 it has been determined to procure a 
new h open" Add "closed" sign for use with safes. Arrangements 
are being mute to carry this sign as a regular stock item in 
the Agency's supply rooms. 

Although the new sign being procured was not 'specifically 
recommended by the suggester, the suggestion, as well as' 
previous similar suggestions (No. 11W, dated Aug. 54; No. 1949 
dated November, 1955; and No l8C'8 dated November, 1955) serve 
as a contributing factor to its procurement. This Office 
recommends a minimum cash award for the four suggestions con- 
cerned. 



C. Recommendation of the Executive Secretary 

A minimum award of $10 to the suggesters of 11W, 1808, 1883, 
and 1949. 
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SECRET 


25X1A 


3 January 1956 


Suggestion No, F-219U 


Administration Officer GS-11 


A. Summary of the Suggestion; 


25X1A 


Suggester proposes that the column headings of the 
Disbursement Voucher, Form 33-57 used with the Class "B" 
accountings be changed. 


B, Evaluation of Concerned Office : 

On 9 May 1956, the Office of the Comptroller stated; 

i 

"The present Class "B" accounting procedures are being 
modified and revised and the disbursement voucher will be 
revised for closer conformance to the Cash Journal and thus 
will cause the financial transaction to be posted in a more 
logical sequence. 


Whereas no monetary savings will result from 'the revision 
of the disbursement voucher,. Employee Suggestion No* 219k will 
be accepted and the employee should be commended for his interest 
in improving accounting procedures." 


I A NOTE; 


>, Office of Comptroller, in 


Acting Chief TAS, 
a telephone conversation of 11 May 1956 recommended adoption 
with a commendatory letter. 


C. Recommendation of the Executive Secretary : 
Adopt. Letter of appreciation. 



SECRET 

’Si- 
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.'S-S-C-R-E-T 

SUMMARY AND RI-COf^HN DAT IONS FOR THE COMMITTEE; 


1956 

GS-12, Instruct©*- 

QTR, DD/S 

A * 


SUGGESTION NO. 2249s dated 20 Fabruar 


Suggaster proposes that a regulation or notice, with Headquarters 
and be published setting forth the ethical con- 

cepts involved in the sale of purchase of property or supplies to 
e® fro® the Agency by Agency personnel. 


On 10 January 1957, a conversation with the Office of Logistics 
re vealed that, as a result of this suggestion, OL drifted a revision 

incorporate the suggester’s idea. 


On 17 April 1958, 



Chief, 


Admin Staff, OL, stated 2 


"As you will recall from our past conversations, we have with- 
held this evaluation pending the development and coordination 
of certain regulations designed to implement the suggestion. 


"This Office has submitted to the Deputy Director {Support},, for 25X1 A 
coordination outside the Support Services, two proposedMlMm 
gggfmm^whleh may be considered as incorporating the 
principles of Suggestion 2249. Proposed^^jj^^provides for; 25X1 A 


"The proposed regulations have been concurred in in principle by 
the ADD/s and it is our belief that the provisions regarding the 
prohibition of purchases from, and sales to, employee's’ will 
appear in the regulations when published. 


Approved 


"In view of the above, it is recommended that this suggestion 
be considered as adopted and the suggested given an award based 
on intangible savings involved.- • In this regard, it Is believed 
the "Degree of Benefit* is slight and the ‘Extent of Application* 

ffe defease 2&S??i^3 , f^\5r l ft-f«)|S§8«&sf3^ySK15ycft$i)Afo^Si'l'> n!n > e ' rt ' ,ed ” 


:I=-&-R-E-T' 






25X1A 


25X1 A 


25X1A 


Approved For Releas<^001/07/31 : CIA-RDP80-00832A00030**! 0020-1 


s-e-c-r-e- r 


Sugg, Ho, 2249 Contd. 


Regu lations Control Staff advised us that 

p ave been approved in principle by the DD/S s 
but will be held until all other draft regulations in the "Logistics 
Package" are received. The entire package of regulations will then 
be coordinated with the DD/s. RCS states that it may take many 
months before the regulations are finally published* 


On 15 December 1958, in view of the long delay in getting the 
regulation published, Suggestion Awards Staff submitted this case 
to OL to determine whether or not the suggester's proposal is now 
included in existing Logistics training courses. On 16 December, 
OL Admin advised this St aff that the data now contained in draft 

has been discussed by various speakers in 
the past at all Logistics seminars and Is included as an integral 
part of all Logistics training courses. 


c. Attsmaosb^ 

1, Hot in line-o f-duty {<23-22, Instructor ^Finance course§7) 
2* $75-150 award based on Intangible Benefits (Slight-Broad) 


°* i2sfijUbiR& M a2J2Bndd^ 



.pL 


Letter of Appreciation 


- 2 - 
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Suggestion No. 2190 
Date of Suggestion: 30 December 1955 

■■■■Hi Research and Analysis Intelligence Officer GS-- 12 
A . S ummary of the Suggestion : 

Suggester proposes that a "sign in" system such as the fol- 
lowing would protect the "sensitive" personnel from char force, 
guards etc . This could be done by having employees sign in and 
out on individual slips which would be dropped into a locked 
metal box at the guard's desk. These slips, approximately 3 x .5 
in size, would have on one side a place for ID card number, date, 
time, "in" or "out", and room number. This side would be shown 
the guard, along with the ID card. The signature would appear 
on the other side, and would not be shown the guard before the 
slip was dropped in the box. In this way true identities of CS 
personnel would not be readily available to the guards or to 
others . 


B . Evaluation of the Concerned Office: 

The Office of Security evaluation dated 14 March 1956 is 
briefed as follows ; The idea in the suggestion is generally good; 
however, the Office of Security does not feel it is as serious 
as stated. They feel that suggested system is too cumbersome 
and that the additional work required to administer such a 
system would not be commensurate with the slight degree of added 
security thus provided. /lowever they feel that the employee 
deserves recognition for his suggestion as they do plan to take 
action which will accomplish nearly the same results as suggested. 

This Security plan is to place a heavy cover on the log 
sheet which would conceal all names already entered therein and 
expose only the next succeeding vacant lines. In addition they 
plan to reiterate existing instructions to the guards that they 
not permit anyone other than authorized personnel of the Office 
of Security to peruse the log book. 

Although we are not adopting the employee's suggestion as 
written, we do plan to take action which will accomplish nearly 
the same results . We therefore feel that the employee deserves 
recognition for his suggestion and recommend that he be given 
a commendation. 


Recommendation of the Executive Secretary: 

Adopt. Award $10 -jo $25 based on intangible benefits (pointing 
out a problem and contributing to its solution, although in a 
manner different from that suggested). 


ft 
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I would like to suggest that the Deputy Director (Plans) with the 
assistance of the Deputy Director (Support) request the Bepertawnt of State 
to establish a Passport Of floor within the confines of CUL to process and 
issue passports* 

The immediate reaction at the loser level can be expected to be that 
State would never agree to such a procedure* This was the reaction when in 
1950 «n Agency employee 1 m oneended that a D* S* Disbursing Officer be estab- 
lished In CIA to cut down the costly waste of tiae in the processing sad, is- 
suance of U. S. Ckrre m asnt checks. The sheer weight of the rolnss of trans- 
actions on checks aade it necessary to establish a TJ* 5* Disbursing Officer 
at a later date* 

Further, the Comptroller General has Established a Oeneral Accounting 
Offioe Sight Auditor i» CIA to review end act o» vouchers* ftmde transactions, 

V; 

The above would Indicate that nothing is impossible if h a ndl ed at 
the proper level* 


I 1 mtii 


FORM NO. AUH 
, OCT (4 


■ I,L,CM 17* 1*4 
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Suggestion No. 2154 Date: 2 December 1955 

0CI,MIL Branch Chief GS-13 

A. Summary of the Suggestion : 

Suggester proposes that a rectangular grass plot adjoining 
Building 9 on the northeast corner of that building be made 
available for parking area. 

B. Evaluation of Concerned Office : 

On 20 February 1956 the Office of Logistics reported: 

"With reference to suggestion $2154, this is to advise that 
the triangular area adjoining Building suggested for use as 
additional parking area* is under the jurisdiction of the 
Department of the Navy and not this Agency. 

"Attention is directed to opinions rendered by the OGC in that 
Agency funds cannot be expended for the improvement of Government 
ground to provide parking facilities for employees. 

"Under the above circumstances, adoption of this suggestion 
cannot be approved." 


LA Note : 

Further followup with of the Real Estate 

and Construction Division of OL reveals that perhaps Navy can 
expend funds for such a project. 

On 24 April suggestion was sent back to suggester for him to 
declassify and resubmit for interdepartmental referral to the Navy. 


C. Recommendation of t he Executive Secretary : 

1, Disapproval for CIA. 

2.. Refer suggestion to the Navy Department through CSC for 
consideration for Inter -Departmental award. 
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CIA INTERNAL USE ONLY 
Suggestion No. 2151 

Date of Suggestion; 1 December 1955 

STATINTL Finance OS -7 

Buss Accountant 

A . Sumary of Suggestion s 

Suggester proposes that steps be taken to correct 
■the present practice of having fire extinquishers, approximately 
6 inches from wall, fire hoses hanging about 4 inches from 
the wall and water valves ©bout 10 inches in the corridors 
of some of the Agency buildings. In addition the valves 
are about 5| J to 6' high which makes them about eye level 
and not abomt head for most people. 

Possible steps for improvement ares 

1. Build equipment back into wall 

2. Raise it above head level 

3. Cover it with viisorbent soft material 

4. Publish literature warning employees of the hazards 

3 . Evaluation of the Concerned Office; 

The Office of Security on 3 February 1956 stated: 

"Employee Suggestion #2151 as found by the CIA Safety Officer 
is fundamentally sound and merits consideration. However, 
the safety deficiency as specified in this Employee Sug- 
gestion has been under discussion before by this office, 
the Space, Maintenance and Facilities Branch, 0L, and the 
Public Building Services, GSA. All have agreed that the 
problem is a hazard and should be remedied. Any suggested 
remedies to date, have not been implemented since the coot 
of such remedies would be high and could not be justified 
on the baeis of reported accidents resulting from the 
subject safety discrepancies. 


"As a result of this suggestion, representatives of 
GSA, SMFB/oL, and the Safety Officer made a study of the 
problem and agreed to erect a test barrier in I Building 
that should prevent further in*? U3, ^ QS ^ ue “bo location 
of the water ‘valves. If this barrier is as effective 


as is expected, further danger of head injuries should be 
eliminated by installation of this type of barrier throughout 


V & 


the buildings. In the opinion of the Safety Officer, this 
suggestion made an added contribution to the accident pre- 
vention program of this Agency," 


• Keoonsasnda t lon of Executiv e Secretary : 

Award $20 based on intangible benefits, 

CIA INTERNAL USE ONLY 
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Suggestion No. 2137 


STATINTL 


STATINTL 


Date Of Suggestion: 23 November 1955 



Comptroller Accoutant GS-11 


A. Summary of Suggestion : 

In August of 1955 the suggester suggested to the Office 
of SM&F to have a sign installed in the vicinity of shuttle 
bus stop opposite the main entrance to North Building to read 
as follows : "PLEASE FORM LINE FOR BUS" as so many employees 
were pushing ahead of those that had been waiting for the bus, 
consequently these employees who had been waiting were not 
able to get on and had to wait for the next bus, thus were 
late for work or scheduled appointments thru no fault of 
their own. 


After this sign was installed, the employees arrived on 
time for work without shattered nerves and with a much better 
disposition which was helpful not only for themselves but for 
their co workers, This sign has solved the problem at this 
busy shuttle stop. 

The reason this suggestion was not submitted in the Incen- 
tive Awards Committee at the time was because of the time element 
involved, something had to be accomplished immedi ately, thanks 
to the fine cooperation of the Office of SM&F and STATINTL 

SUM who handled this request . 


B. Evaluation of the concerned office: 

On 4 January 1956 - an evaluation of the Logistics Office 
stated: "It has been determined that the suggester was responsi- 
ble for action taken by SM&F Branch as claimed. In view 
of the benefits derived from the suggestion it is recommended 
a minimum cash award be granted." 

C, Recommendation of Executive Secretary: 

Adopt. Letter of thanks. 
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STATINTL 


STATINTL 


Suggestion No. 2096 


Date of Suggestions 26 October 1955 



Training 


A. Summary of the Suggestions 


OS-11 


The suggester proposes that Agency briefcases* be serially 
numbered to provide posit i'rre identification of the briefcase 
when determining ownership. 


B o Evaluation of Concerned Office : 

The Administrative Staff, Logistics on 15 December 1955 
stated’} "This office does not concur with the suggestion 
for the following reasons 


It would be necessary to establish and maintain 
a file of issued serial numbers to insure that a number is 
not assigned to more than one of the items. The establishment 
of such a file would in volve an unnecessary additional expend- 
iture of manhours at the^HH&nd the Building Supply 
Office. A briefcase is normally considered an item of 
personal equipment such nr clothing , pen and pencil seta, etc., 
and it is always the responsibility of the individual to ac- 
count for items of personal equipment per present Supply 
Procedure . 

"2. It is felt that from a Security aspect, it would 
not be feasible as no other Governmental activity uses a 
similar system; therefore, this Agency would be conepicious 
by adopting such an unusual procedure," Disapproval for 
adoption was recommended. 

C . Recommendation of Executive S e cretary s 
Disapproval. 


CIA INTERNAL USE ONLY 
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Suggestion No. 2069 


Date of Suggestion : 16 October 1955 



Carpenter 

A. S ummary of Suggestion: 

Suggester proposes boxes for nails be attached to taolee 
where carpenters worlc. This would replace present system 
of using individual boxes of nails which are often turned 
over and "never seem to be at the right place." 


B . Evalu at ion of Concerned Office : 

The Administrative Staff /0L on 8 December 1955 stated; 
"The attachment for holding nails on the nailing table has 
already been installed at the Washington Depot at which ap- 
proximately 4 men work. This practice of having nails in 
separate compartments around the table does not expedite 
work, neither does it save time as previously most of the 
work?. l ?a carried their nails in aprons or in email boxes. 

"The convenience of having nails right at the pftint 
the man is nailing and he does not have to worry about an 
apron or a box is more of a morale factor which tenas to 
eliminate fatigue that may be brought about by having the 
weight of nails in a^sron aroun^ his body, or from having 
to pick up a box and carry it to another location when he 
is sent elsewhere to work. 

"As brought out above there is no way to evaluate this 
suggestion from a monetary or time element standpoint as 
very little savings has resulted from its use at the Depot." 


C. Recom men dation of Executive Se cretary ; 

Adopt. £10 award based on intangible benefits. 

• CIA INTERNAL USE ONLY 
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Suggestion 206-7 


STATINTL 


Date of Suggestion: 17 October 1955 



Personnel 


Clas sifier 


G3-11 


STATINTL 


A . Summary of Su ggesti on ; 

It has been proposed that: (l) the Agency telephone 
directory be published a emi -annually. (2) Clean out listings 
of employees who have left the Agency. 

B . Evaluatio ns o f Concerne d Office s : 

Part (l) is a duplicate of suggestion ,^1185 

Part (2) The Office of Logistics on 21 November 1955 
stated: "The obsolete listings cited are the names of for- 
mer employees of the Office of Personnel. The Administra- 
tive Officer responsible to report such changes has been 
notified and cssurance given that corrective action would 
be taken immediately. Disapproved for Adoption." 

29 November 1955 the Incentive Awards Staff • 

Per conversation with Office of Logistics : 

He stated that suggestion did contribute in the amount of 
sbimulating action to correct errors in listings in Personnel 
Office. Stated that evaluation should have read 
suggester for his idea but believe it warrants no award." 

C. Recom mendation, o f Executive Secr etary : 

Adopt part two of suggestion. Letter of thanks. 


■ 
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Suggestion No. 2073 
Date of Suggestion: 12 October 1955 

STATINTL 

A. Summary of Su gg estion ; 

The nuggester proposes that leave balances be made 
freely available to all employees at all times without 
time consuming and costly memoranda of justification* 

B . Evaluation of Concerned Office : 

The Comptroller on 17 November 1955 stated: "This 
office has been engaged for some time in a study of procedures 
for the maintenance of annual and sick leave records of indi- 
vidual employees . One of the factors of which wo have been 
mindful in this connection 1b the desire of most employees 
to have easy access to information concerning current leave 
balances; we realize that the present procedure for furn« 
iehing leave balances is unsatisfactory from the viewpoint 
of many employees. 

"Any action that may ultimately be taken by the Agency 
to make leave information more easily available to employees 
will be taken upon the basis of the above study. 

"In the circumstances no part of this suggestion makes 
any added contribution, and it Is recommended that it be 
disapproved." 

0. Recommendation of Execut iv e Sec r etary : 



t 


Disapproval . 
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Suggestion No. 2080 

Date of the Suggestion: 13 October 1955 

Management Staff Acting Chief GS-L3 


A. 


Summary of the Suggestion : 

Suggester proposes that the following steps he taken concerning 
the handling of classified trash when it is removed from the build- 
ings. 

1, pickup schedule be varied from day to day so that 
the trucks arrival at a given point may not be so readily 
predictable . 


2. That the trucks used for the purpose be provided with 
a steel gate to be closed and padlocked at all times when the 
truck is in motion or stopped to make pickups. (Suggester 
observed that the truck is insufficiently guarded and trash 
was easily removable from the truck when it is stopped at 
pickup points.) ■ 


B . Evaluation of the Office Concerned ; 

The Office of Security on 22 March 195 6 stated the following: 

n Arrangements have been made for the installation of gates 
on the rear of the trucks. However , this is not the result 
of the attached suggestion. This office requested the gates 
frcm the Transportation Office long before the suggestion was 
received. The delay is due to going through the proper channels 
and the waiting period for installation or possibly the 
assignment of a new truck with gates already installed. 

"Until recently^ the Building Security Branch had one (l) 
Security Officer assigned to the Classified Waste Program. 

There was no slot on the TO for additional personnel, even though 
the volume of material and the number of buildings increased 
considerably. As a result, we were somewhat vunerable on 
occasion. Our TO has been changed and we have been allotted 
one (l) additional Security Officer who has been assigned to 
the Classified Waste Program* The suggestion had nothing 
to do with correcting the situation. However, it is the 
opinion of this office that the suggester should he commended 
for his observance of the situation, and his conclusions * M 

C . Recommendation of the Execut ive Secretary : 

Disapproval 

CIA INTERNAL USE ONLY 
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Suggestion No , 2Q6 o 

Bate of Suggestion; 29 September 1955 
STATINTL Clerk 

A. Summary of Suggestion; 

Suggeoter proposes the following; 

1. Some corrective action be taken about m.ud along 
the walk in front of I, J, K, L 3 Bids. 

2. An overpass be constructed across Independence Ave. 
at the Cross walk coming from between K and L. Bldgs. 

B. Eva luation o f Con cerned Office ; 

27 January 19 5^ The Adaiaifttynt ive Staff, Office of 
Logistics stated; "With reference to part 1 of Suggestion 
No, 2060, r.n investigation made by this office reversed that 
catch basin drains in this area were clogged and the over- 
flow of water caused the accumulation of mud. National 
Capital Parka has been requested to make periodic inspections 
to ensure that drains are kept clean and in proper working 
order . 

"With respect to part 2, the National Capital Parks informed 
this Office that funds for the construction of an overpass 
across Independence Avenue are not available and that the 
National Capital Parks and Planning Commiasion would not 
approve ouch a project . 

Since part 1 of this suggestion led to corrective 
action being taken, it is recommended that a minimum award 
be issued. 

C . Recommendation of Execut iv e Secretar y : 

Adopt 
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STATINTL 


Date of Suggestion: 



Suggestion No. 2042 
16 September 1955 

Commo 


GS-11 


A . Summary of Sug ge sti on: 

It is suggested that file clerks remove all staples from any 
piece of scjper destined for the files and which will be held in 
that file with a metal file binder. While no great savings of 
drawer epace will, result from such action, many drawers should 
gain from 2 to 3 inches of useful space, in addition to other 
advantages as easier removal and replacement of file folders. 

A little investigation revealed that most staples go into 
the upper left corner of most papers, which when piled on top 
ox each other , cre&te this bulge. This particular folder was measur- 
ed and found to be approximately 2-1/4 inches thick at the bulge. 

The staples were removed, the corner again measured, this time 
lor a thickness of about an inch - and the folder is now flat 
and of uniform thickness. These surplus staples are enclosed. 

As can be seen, a single staple requires little room, but when 
piled on top of each other, add up to considerable waste space. 

LS2SSS£ S . £^ P 1 : 17 October 1955 - Records Management Staff 

"The auggestor proposes a deviation from recognized filing 
systems in that it is considered practical to staple each unit 
of material consisting of two or more papers relating to a particular 
transaction together. Such maintenance techniques facilitate 
servicing with respect to filing and withdrawal for reference 
purposes . 


"It is recognized that the suggest or has uncovered a situation 
which cn the surface appears worthy of investigating; however, 
such irregularities are normally isolated maintenance problems. 
The above was confirmed when a recheclc with the suggest or, via 
:the:-IArStoff revealed this situation exists in the suggest or ’ 3 
working area, to the extent that 4.5$ of the total file series 
are of the category involved. ( 2.5 ft. vs, 56 ft.) 

On the basis of the unit cost for a legal size cabinet safe 
(v 237 *£ 9 )> a savings of $2.47 is realized for each inch of filing 
space saved. Using the suggestor's estimate of 56 $ of savings 
realized in the folder analyzed, an initial savings of $ 41.50 
in his office would be realized. However, it is the opinion of 
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Suggestion No. 20^-2 Cent. 

the undersigned (Chief, Records Management Staff) that such 
savings would not compensate for additional maintenance expenses 
such as removal of staples, assembly time in case tf withdrawal 
for reference, plus the alteration of an ingrained clerical 
technique. In view of the above analysis, this suggestion can- 
not be favorably considered. « 

C . Recommen dation of E xe cutive S ecretary : 

Disapproval. 
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Suggestion Wo.. 2045 


Date of Suggestion: 20 September 1955 



Commo 


06-13 


A . Summary of Sugges tion : 

The suggester proposes that the code designation of the 
inherent sterility of each item of stock be included in the 
item nomenclature. If the inherent sterility differs with 
the procurement channel* the applicable sources and sterili- 
ties should be shown. 

B . Evaluation of Concerned Office : 

The Office of logistics on 2 December 1955 commented: 
"This suggestion cannot be favorably considered. Any attempt 
to indicate sterility as part of the nomenclature would be 
misleading* as well as confusing* to the requlsitioner since 
there are many factors involved in establishing sterility 
conditions for material. There is hardly a situation in 
which Logistics can definitely determine the "inherent" 
sterility of an item, as given by the suggester* until the 
procurement channel has been determined. For instance* such 
simple items as office supplies may arrive at one time in 
commercial containers which would be considered as government 
sterile and the next delivery' of the same item could come 
with government markings on the containers* etc.* which would 
allow only Agency sterility to be applied. Recommend Disap- 
proval for adoption." 

C. Recommendation of Executi ve Secre tary: 

Disapproval . 


SECRET 


“49- 


Approved For Release 2001/07/31 : CIA-RDP80-00832A00030001 0020-1 



25X1A 


Approved For ReleaW2001/07/31 : CIA-RDP8O-OO832AOOO3WO1OO20ai 


CONFIDENTIAL 
Suggestion No. 2040 
Date of Suggestion: 15 September 1955 

A. S ummary of S ug gestion: 

The sugg ester proposes that in lieu of the present 
conference-type briefings and debriefings, a tape recorder 
be used to record quest ions and requirements. 

B . Evaluation of Concerned Office : 

Office of Research end Reports commented on 14 October 
1955: "This suggestion is disapproved for adoption, since 
it' would diminish the value of briefings and since an alterna- 
tive, for those who do not wish personally to spend the time 
for attending briefings under the present system, is already 
in existence o One major advantage of face-to-face briefings 
would be lost, namely, that the questioner can ask certain 
key questions and the % develop additional questions based 
on the answers to the first . Also there would be little 
opportunity to develop an impression of the competency of 
the individual flora seeing and watching him answer the 
question/ 1 

C o Recoiamen &at i on of the Executive Secret ary : 

Disapproval . 
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Suggestion No. 2036 

Date of Suggestion: 14 September 1955 



Central Reference 


GS-9 


A . Summary of Suggestion : 

The suggester pi*oposes to reduce the cost of printing 
Form 60-4l, CIA Library Loan Service Request and Charge Sheet 
by making the yellow copy the same weight and content as the 
following pink and white copies and by eliminating all 
printing on both the yellow and blue copies except for the 
Charge Number and the sbi-dow printing on both copies . 

B . Evaluation of Concerned Office: 

The CIA Librarian commenced on 10 October 1955 ' 

’’Prior to the receipt of this suggestion, an order was placed 
for a revised printing of Form 60-4l, This revision has 
a-lready incorporated the suggestion to the extent that all 
copies beyond the original will not be printed except to 
include some 'shadow* printing on two of the five copies.” 


C . Re c nmine n&at ion of Executive Secreta r?/ : 

Disapproval 
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Suggestion No. 2020 
August 1955 

Comptroller GS-7 

A. Summary of Suggestion : 

The suggester proposes that the Agency utilise and make 
mandatory first class family plan tickets for domestic air 
travel . 

B. Evaluations of Concerned Offices: 


The Administrative Staff, Office of Logistics on 01 
October 1955 stated: "It is believed that in consideration 
of the fact that the Agency has, since its inauguration, 
utilised family plans for air travel, whenever possible, 
this suggestion made no added contribution to Agency policies 
or operations. Suggestion already in effect and no part 
of suggestion makes added contribution. 

The Office of Personnel on 4 November 1955 commended: 
"With reference to that part of the suggestion which recom- 
mends the issuance of a regulation requiring the use of the 
Family Plan, it has been our experience that there is suf- 
ficient advance planning in much PCS travel to allow for 
planning travel for Monday, Tuesday, or Wednesday. However, 
there are cases in which cover considerations, types of . 
travel, and destination preclude adherence to such a rule. 
Consequently, we do not believe that such a mandatory 
requirement is feasible. Already in effect and no part of 
the suggestion makes added contribution." 

c • Fg L gomaenda ti°R of Executive Secret ary : 

Disapproval . 


CONFIDENTIAL 
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Suggestion No* 1995 
26 August 1955 

Logistics, Supply Division GS-9 

A • Summary of Sug t ?estion : 

«1. Suggest an addendum to be inserted along with copy of 
Purchase Order or contract to read; 

A. To effect prompt receiving of your shipment and 
processing of your invoice for payment, it is suggested 
that the following steps be taken prior to shipping „ 

1„) Our item number, your part number and package 
quantity be marked clearly on all items in your 
shipment „ 

2„) Corresponding numbers and quantities as detailed 
above be reflected on your invoice or packing list* 

3.) Show clearly on item, invoice, and packing list, 
all substitutions for original items ordered, 

(where allowed ) „ 

4*) The above should not be construed as a requirement, 
but as a suggestion only* 

2* Past experience has shown that many man hours are lost by 
Storekeepers (Receiving) in properly identifying large shipments of 
small items* (For example, spare parts for communication equipment, 
automobiles, typewriters, and shelving, etc*)* In many instances 
the Receiving Office must call upon the requisitioning office for 
technical assistance, which is not always readily available* Many 
times additional man hours are lost due to errors, which have to be 
corrected by amending the original paperwork, again costing more to 
the Agency* 

3. Most vendors allow discounts for prompt payment on their 
invoices* In some instances discounts have been lost due to reasons 
aforementioned* 

4* Advantages; 

A* Educating the vendor to identify his item by marking to 
correspond with ordered item* 

B. ■ An improvement in receiving operations and a saving of 

numerous man hours lost in. identification of items* 

C. Better relations with vendors, in that invoices would 

be promptly processed resulting in quicker payment thereof* 
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Suggestion No. 1995 (Cont'd) 

D a Agency taking advantage of all vendor discounts for 
prompt payment, 

5. Adoption of this suggestion should prove beneficial to 
all concerned,” 

B « Evaluation of Concerned Office j 

The Chief, Administrative Ctaff/OL stated: (22 November 1955) 

" Item l c During the past several years similar arrange- 
ment of requesting contractor to show item number, etc., 
including stock number, was tried for standard stock items. 

This procedure did not prove to be very satisfactory and s.s 
of several months ago was dropped. The basic problems 
involved were security/sterility, non-cooperation, and 
inconsistency. In some cases the contractor would not cooperate 
at all and flatly refused to indicate the item number, stock 
number, etc., while in other cases the contractor far exceeded 
what was requested and would indicate the item number, stock 
number and in some ca.se s stamp the stock number and item 
number. on to the item itself, thus making it impractical for 
such items to be issued other than on a non-sterile basis, 

'' Item. 2. while this suggestion has some merit, it is 
doubtful that it would be worthwhile in view of past experience 
with similar arrangements,” 

C* Recom men dation of t he Executive Secreta ry: 

Disapproval. 
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Suggestion No# 1994 

Date of Suggestion; 26 August 1955 

Logistic s, Supply Division GS-9 

A« Summary of the Suggestion ; 

'■It is my suggestion that one of t o methods or possibly a 
combination of both bo used to eliminate possible paste due to 
expiration or deterioration. Both methods are outlined below; 


A, Items with expiration or deterioration period, will be 
stocked at the lowest level possible* This level will 
be governed by both the normal three or six month 
requirement and the lead time required for purchasing r 
Quantities on hand as entered in the stock status report 
will be broken down according to expiration dates# The 
catalogue notes those items with deterioration and expiration 
dates but insufficient attention is paid to these notesj 
therefore, it would be preferable to limit the quantity of a 
item in stock and state in the catalogue under each item 
subject to deterioration that quantities ordered in excess of 
a set figure will be back ordered or deleted according to 
the discretion of Gh:.ef, Logistics# "hen more than one 
requisition calls for substantially more of an item carrying 
expiration dates than is presently in stock, then a partial 
shipment will be made to each requisition and purchasing will 
immediately institute orders to complete the shipments plus 
filling the minimum stock level# v ith the noting of 
expiration dates on stock status reports, proper stock 
levels, the governing of quantities requisitioned and 
increased back ordering, it is entirely possible that 
no further waste will occur due to deterioration or 
expiration. 


B, Require that all installations using expiring items submit 
a realistic and basic forecast on all items subject to 
deterioration or expiration. Inform all installations that 
based on their forecasts, the Office of Logistics will 
purchase and. stock on a quarterly or semi-annual basis. If 
the installation fails to requisition the amounts stated 
in their forecast, then Logistics will charge their particular 
allotment for the unused quantity unless they have been able 
to dispose of the item through some other channel,” 

B# Svaluati o n .of Concerned Office ; 

Office of the Chief, Medical Staff states; (28 October 1955) 

"The Medical Staff does not feel that these procedures are 
appropriate in regard medical items. Although levels of 
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Suggestion No, 1994 (Cont'd) 

perishable drugs are maintained at as low a level as is 
possible, there is no way of determining the life expectancy 
of an item until it is received, 

"When received, the material may have a life potency of 
anywhere from two months to two years, "'hen requisitioning 
from the Armed Forces, items with long expiration dates are 
requested; however, this request cannot be honored at all 
times, and back-ordering does not necessarily ensure long 
expiration dates* In most cases, it would be more costly 
to return the material than to keep it* Therefore, in regard 
to medical materials of peiiahable nature, the Medical Staff 
cannot see how this suggestion can eliminate waste other than 
through procedures now in effect. In all Agency supply depot 
facilities, medical personnel are assigned for the purpose, in 
addition to other responsibilities, of ensuring rotation of 
perishable medical supplies," 

Office of Logistics, Administrative Staff states; (17 jjov, 1955) 

"The situation described in this suggestion has been 
recognized by the Office of Logistics, and corrective action 
was effected approximately six ( 6 ) months ago, through the 
lowering of levels on all items having expiration dates. The 
cost of maintaining a central file of expiration dates on 
each item affected would be considerable greater than any . 
foreseeable loss occasioned by failure to use items within 
expiration dates, 

"In regard to reference "B" of the suggestion, installations 
do not and should not forecast expendable items. The items under 
discussion are such that requirements are not normally firm 
enough to give quarterly or semiannual data on which procurement 
action could safely be initiated. However, this will not affect 
supply action as tho items mentioned in the suggestion are 
readily accessible through commercial channels without undue 
delay. This suggestion would not improve the present procedure, 

"Suggestion already in effect and no part of this suggestion 
makes added contribution," 

C* Recommendation of the Executive Secretary ; 

Disapproval 
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CONFIDENTIAL 


Suggestion No. 1973 


25X1A 


Date of Suggestion 5 August 55 

031 /SAD In tell. Officer GS-9 


A. Summary o f the Suggestion ; 

Number 1973 proposed that CIA/FDD Reference Aid ,y 29 of 
31 March 1955 be downgraded to unclassified and that copies 
be given to. all contract translators employed by CIA. 

3 • Evaluation of Concerned Offic es; 

o/DDI on December 30, 1955 stated: "One result of this 
suggestion, however, has been to have FDD send a memo to the 
CIA Glassification Control Officer declassifying FDD Reference 
Aid No. 29 when the reference to CIA is removed. This was 
specifically suggested in 1973. This will result in wider 
distribution of this Reference Aid and it should be a helo 
to all contract translators. It is difficult to put a 
monetary evaluation on this part of the suggestion but sug- 
gest the Board consider a nominal cash award." 

C . Recommen da tion of Executive Secretary : 

Nominal award of $15 for a suggestion with intangible 
benefits . 
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Suggestion No. 19&0 

Date of Suggestion: 1 August 1955 

A . Summ ary of the Suggestion : 

The suggester proposes that a flashlight be made avail- 
able for the use of the individuals who at the end of each 
work day must perform the Division Security check. 

B . Evaluatio ns of Concerned Offices : 

The office of Security on 22 September 1955 stated* 

"The basic idea of using a flashlight as an aid in conducting 
the Staff Duty Check has some merit. However, from a practi- 
cal standpoint, this office is of the option that the 
initial and subsequent costs of equipment and replacemen 
of parts could not be justified on an Agency-wide basis. 
Disapproved for a&optic.io" 

The Office .of Logistics on 22 November 1955 added: 

"As the time of impair, replacement of batteries, and account- 
ing for this non -expendable property would far outweigh 
any value to be gained, it is recommended that the suggestion 
be disapproved for adoption." 

C . Hecomm endat ion of Executive Secretar y : 

Disapproval. 
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Suggestion No. 1957 


STATINTL 


Date of Suggestion ; 27 July 1955 


ORE 


GS-9 


A. Summary of Sugge stion; 


The suggested recommends improved coordination of divi- 
s*on typing capabilities in ORR, Branches are to report, 
weekly and in advance, manhour requirements and availability 
for typing. The Division will determine work loads and 
priorities and allocate typing time accordingly. 

R* E valuatio n s of Concer ned Offices: 

lr . rc . of Research and Reports commented on 16 September 

® ais suggestion makes no added contribution to 
® d ° dnlstr ? tioa * Necessary pooling of resources is 
cnsidereu a normal port of a Division Chief ^responsibilities." 

W/l (Admin) added on 12 October 1955: "Although a 

l?nbS f ystem . alloc ation of typing time is not estab- 

lisU.u in every Division, nevertheless, it is a general 
practice to make every effort to make maximum utilization 
o* available typing help.” 

0 * Recommendation of Executive Secret ary : 

Disapproval. 


CIA INTERNAL USE ONLY 


-38- 


Approved For Release 2001/07/31 : CIA-RDP80-00832A00030001 0020-1 



STATINTL 


Approved FqrRelease^iCl/07/31 : CIA-RDP8O-OO832AOOO3OO«tf0O2O-1 

CIA INTERNAL USE ONLY 



Suggestion No. 

Late of Suggestion ; 27 July 1955 



A. Summary of Suggestion ; 


GS~5 Case Officer 


Suggester proposes that the fence be altered along the 
north side of Tempo 1 , J , and L building to provide access 
to two fire alarm boxes and one fire plug for anyone outside 
ch.e fenced area. At the present time these are within con- 
fines^ of fenced area and inaccernable to the general public 
and fire companies for whom they were designed, 

B. Evaluations of Concernnd Offices; 


27 September 1955 - Office of Security recommends adoption.' 
of suggestion and requests that Logistics take appropriate 
action. 


9 March 1956 - Office of Logistics states that proper 
action will he taken to effect necessary alterations . 


C, Recomme ndation of Executive Secretary; 

Adopt. $15 award based on intangible benefits. 
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Suggestion No, 19^$ 

Bate Submitted: l8 July 55 



Summa ry of the Suggestion: 

Wherever possible, modify 'forms which have to be mailed so 
that they will fit into window-type envelopes . 


Evaluation of Concerned Offices : 

norms Management Branch Dated 18 October 1955 : "When security 
permits, Agency forms are presently being designed to fit window 
envelopes, provided, complete facts relative to forms usage ar 
made known to us when a forms action is processed. 


Comptroller's Office dated 1 6 January 1956: '‘This suggestion 
pertaining to the use of window envelopes for the transmission 
of certain forms by the Fiscal Division of this Office, has 
already been placed in effect. 


"The form that is used the most, as referred to by the sug- 
geeter, has been revised for use with window envelopes •, referenc 
Form No. 853- 1 December 1955)* 

"It is estimated that the use of window envelopes in this 
activity by the Fiscal Division, instead of typing envelopes, 
effects an annual saving to the Agency of approximately $50*00. 
The principle of this suggestion may apply to other operations 
throughout the Agency and should be referred for general consi 
eration . 


"It is recommended that the employee be commended for the 
initiative and interest shown toward the improvement of Agency ^ 
operations and be given the appropriate award for the suggestion. 

Recomm endation of the Executive Secretary: 

Award of $10 based on tangible savings • A **& t x -s * s < i xjji| 
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CONFIDENTIAL 
Suggestion No. 1922 
Late of Suggestion: 12 July 1955 

ore gs-12 


A . S ummary of Sug g e stion ; 

The suggester proposes the construction of an alcove 
for visitors at the entrance to the restricted area on the 
2nd Floor N*W* corner of M Building so that visitors may taUL 
to the receptionist without blocking traffic ot the gate. 

E . E valutions of the Office s Conc erned : 

The Office of Current Intelligence commented on 2 6 July 
1955s M If this suggestion is adopted, it will take space 
away from some other activity for the sole purpose of 
accomodating casual visitors who are required to stand back 
and permit free access tp. Center. It see-ms that under" 
the present stringencies in the space situation, it is 
not wise to adopt this suggestion. 

The Office of Research and Reports on Ik October 1955 
stated; "This Office does not believe the suggestion should 
be adopted." 

C. Recommend at ion of Executive Secretary ; 

Disapproval. 
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STATINTL 


STATINTL 


Research and Reports Gs- 12 

Geographer 

Date of Suggestion : 20 June 1955 

A. Summary of Suggestion: 

Suggester proposes that a D/GL (Map Library Division) 
representative visit each room in Building 11 once a 
week to pick up loan returns of maps, atlas's etc. This 
would speed up return of loans and remind people to return 
materials no longer needed, 

B. Evaluations of the Concerned Offices : 

The Geography Diva ion on 18 October 1955 reported that: 

"The standard practice of all branches in the Division 
is to return all maps whenever the project is finished-- 
that is to say, as soon as the manuscript is sent to Repro- 
duction. Everyone in the Division recognizes that there 
are a few maps, but only a few, in his map drawer which 
should possibly be returned, but since 1 January 1955 return- 
able maps in map drawers have been kept at a minimum. 

"The point of merit in the suggestion will be incor- 
porated into the standard operating procedure of the Divi- 
sion, To wit: the Division Chief will remind the assembled 
branch chiefs 4 times a year to please check their map draw- 
ers and return redundant maps." 

on 7 February 1956 stated: 

"The suggestion did serve to point up the problem and 
as a result the Chief, D/GG does remind his branch chiefs 
four times a year to return borrowed maps, etc. 

"The solution suggested, however, was considered imprac- 
tical and was not adopted. 

"If calling attention to a problem qualified an indivi- 
dual for award then certainly the suggester is entitled 
to a nominal award." 


C. Recommendation of the Executive Secretary: 

Adopt. Letter of thanks. Although suggester 's proposed 
solution was considered impractical, he called attention to 
a continuing problem and caused provision to be made for 
issuance of quarter 3.y reminders to return borrowed maps. 
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Suggestion No. 1870 

^flfljjjjjfljjjjjjjfllil^ Operations Rranch chief GS -14 

Late of Suggestion:. 1 6 June 1955 

A. Summary of Suggestion : 

Qn , Su ? g ® ste f Proposes more effective use of bulletin boards 

® d ?? sted m ^ eri al i.e. each sign should be accompanied by 
a notice reading "post until " . y 

B. Evaluation of the Office concerned: 

On 12 January 1956 the Office of Personnel stated: 

. . ^ U ?° n f evlev ' it is our opinion that the use of expira- 

tion dates to assist m insuring the removal of obsolete 
material from Agency bulle tin boards will be helpful . Accord 
mgly, proposed Regulation currents 

on ccodination, will be 

v ®; d °P tio n of this suggestion will result in some 

benefit insofar as the maintenance of bulletin boards on a cur- 
rent basis is concerned, it is impossible for us to predict 
any actual monetary savings. In view of this fact and the 
suggester s own notation that no reward is anticipated it is 
recommend that he he given a -than* you' lett^bSt ne cash 


c. 


Recommendation of the Executive- Secretary 
Adopt. Letter of thanks* 


0^ 
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CIA INTERNAL USE ONLY 
Suggestion No. 1857 

Date of Suggestion; 7 June 1955 

PPP/EI Deputy Chief Gs-13 


A. Summary of Suggestion: 

Suggester proposes the installation of signs in the 
cashier’s office for the Insurance Branch which will indi- 
cate which transactions are handled at each window, 

B. Evaluations of the Concerned Offices 

The Office of Personnel stated on 11 April 195^ that 
each signs were ordered on 21 March 56 * Although they had 
been planned for earlier, this suggestion is credited . with 
bringing about action. No monetary savings are anticipated 
but some increase in convenience to customers will be realized. 

C. Recommendation of the Executive Secretary; 
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CONFIDENTIAL 
Suggestion No. 1855 
Date of Suggestion : 6 June 1955 



A. Summary of the Suggestion : 


GS-11 


Suggester proposes utilizing a mechanical method for 
locating openings in the radio frequency spectrum. 


B. Evaluations of the Concerned Offices: 


The Chief, Special Register, OCR on 5 April 1958 stated: 
"Since submitting suggestion, developments within 

the Branch have taken place which make it as difficult to 
evaluate now as it was last June, 


"During the past few months, the Radio Stations Branch 
has been in the process of revising its radio frequency usage 
file (a file of IBM cards maintained in order by frequency). 
While this revision is underway it is not possible to put 
suggestion into effect. 


"The Branch has been averaging four requests pe r month 
of the type (location of spectrum openings) to which BBHKSBBI 
idea is applicable. The original estimate of the time ratio 
of eight analysts’ hours to one machine hour is still reason- 
ably valid. Due to some progress in developing procedures it 
has been found that analysts have been able to process this 
type of request in about one day as opposed to the two day figure 
given in the original presentation. If this new figure were 
applied to the average number of requests the saving would amount 
to 28 analysts' hours per month or about $ 85 . 00 . 

"It is realized that the above re-evaluation is still 
theoretical just as was the original one last June. However, 
we are now even more certain of the ultimate usefulness of 
BSHBi suggestion in servicing requests of a very important 
nature. About 50^ of the requests are received on a ’crash’ 
basis, thus the real value of each hour saved seems to be 
indeterminable . 


"In view of the above, and to prevent further delay in 
processing this suggestion, it is strongly recommended that 
fmm|be given a reasonable, average award as suggested by 
the OCR Executive," 
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CONFIDENTIAL 


25X1 A 


Cont. Suggestion 1855 


On 1 May 1956 ODDI (Admin) 

recommends award based on tangible savings noted in paragraph , 
three above * 

C« Recommendation of Executive Secretary: 

Adopt. Award of $55 based on tangible savings of $1020 
per year . 



CONFIDENTIAL 
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Date of Suggestion; 17 May 55 

Suggestion No: l8l3 


Clerk OS-4 


With the help of a Ditto machine , one person could cover- 
sheet as many documents as two persons can do entirely he hand; 
it would he especially helpful in the woversheeting of large 
pouches when the field symbol and date are the seme on all the 
documents. All the clerk would have to do by hand would be to 
fill in the document number. Although the machines must be 
terribly expensive, it is believed the saving of clerical time 
would justify the cost ever a period of time. 

B • Evaluations of Concerned Offices : 

31 May 1955 the Evaluation of the Records Integration 
Division recommended adoption with minor modification. 

26 August 1955 the Office of Logistics stated; "The basis 
of the suggestion is that large quantities of coversheets are 
required that contain nearly identical information. All entries 
on the coversheets are made by hand or rubber stamp. This is 
a slow and time consuming proceso. 

"With the aid of a Ditto machine, it is proposed to cut a 
master containing common information to many coversheets . This 
information is then printed on the coversheets by the Ditto 
at a fast rats of production. Information, such as document 
numbers, which is not common to all coversheets can quic'.ly 
be entered by hand. 

"It is not desirable to do this pre-printing at a centralised 
printing facility because of the diversity of coversheets, docu- 
ments, information to be printed, etc.. 

"In terms of savings, if the Ditto can replace an employee 
as implied, the machine will amortize itself in a few months. 
Other than this, this Division cannot furnish more specific 
information as to Agency benefit expected from the adoption 
of the employee suggestion." 

k January .19% The Records Integration Division stated: 

"At the time the subject suggestion was evaluated in HI, an 
estimate of the savings involved was difficult to determine. 
Since that time, however, a spirit duplicating machine has been 
obtained and has been found to save approximately ten (10) hours 
per week of a GS-5 employee" 

CONFIDENTIAL 
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w CONFIDENTIAL 


Suggestion No. lQl3 Continued: 

Incentive Awards Note : l6 March 195;S a Telephone Con- 
versation with HHH Chief, Rl/i’I reveals that 
this suggestion net within job responsibility ox suggest er. 

C . Recommen dation, of the Executive Secretary : 

Award - $50 based on tangible savings of $915.20 (10 
hours per week s 520^® tnnua -^y X loT^ GS-5 baae) 
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CIA INTERNAL USE ONLY 


STATINTL 


Suggestion No. 179^ 


Late of Suggestion; 11 May 1955 



A . Summary of Suggestion; 


Scientific Intelligence GS-13 

Analyst 


Suggester proposes that ’'Keep Off the Grass" Signs be 
posted on the circle in front of Barton Hall and other places 
in the axe a . 


B. Evaluation of Concerned Office: 


Administrative Staff, Office of Logistics, 29 February 
3.956 stated: "It web determined that responsibility rests with 
National Capital Parks and that Agency has consented to furnish 
&n& install suitable signs prohibiting short-cuts where requir- 
ed. 


"The suggester is to be commended for his Interest in 
the appearance of the grounds surrounding Agency buildings." 


C . Recommendation ,cf the Executive Secretary : 


_r Thank you letter. 
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Suggestion No. 1765 


Date of Suggestion 28 April 1955 



Comptroller 


A » Summary of Suggestion : 


G6-12 


The suggester proposes that Agency BHmHHBHBE 
be amended by adding "A physical examination is required 
of all dependents of an employee , who are to ac company the 
employee, prior to overseas assignment." 


B. Evaluation of Con cerned Office: 


Evaluation cf 5 May 1955 by the Medical Staff states 
subject suggestion coincides with a procedure which 
been recommended by the Medical Staff for several years . 
It^has been periodically considered by the operating offices 
but only recently has received any degree of support . 
Therefore credit for an original concept could not be 
given to the employee submitting this suggestion. 

G • Recommendation of Executive Secretary • 

Disapproval 
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> mJ 


Suggestion. No. 1731 


Date of Suggestion; l4 April 1955 



Clerk 


G8-5 


A. Sum mary of S uggestions 

Suggeeter proposes that the work "Enclosure 1 ' be imprint- 
ed on all name check forms (of ^11 Agencies) at its -lower 
right hand corner. It is the present practice to manually 
stamp "Enel" on each form. 

B . Evaluation of Con c erned Off ice ; 

Records Management Staff on ,28 February 1956 stated; 

"To adopt this suggestion as proposed would involve contacting 
at least 25 to 30 different agencies consuming many man hours 
with no assurance that all of them would cooperate. Hoover, 
it was recognized that the suggestion had merit and that there 
was a problem that should be resolved. 


"The Simplex Time Recorder Oo. was contacted to verify 
that a machine could be procured that would stamp "Enclosure" 
and number the enclosures at the same time. This process 
would save an estimated 134 hours annually. Based on the 
hourly salary of a GS-8 clerk the annual tangible savings 
would amount to $320.26. 

"Chief, RI was briefed on the machine and he agreed that 
it would eliminate their problem. The machine is being procured 
and the new procedure adopted. 

"Basically the stamping process was not the suggestion* 
however, it is felt that the suggestsr did bring the problem 
to the attention of responsible people which resulted in 
a solution. The suggeeter should be considered for an award 
based on the annual savings 

Incenti v e A war ds Note 


The initial cQst of the machine used in thlcs new procedure 
is $348; however the cost was not considered in this oaee as 
the life expectancy of the machine is indefinite. 

C . Recommendation of Executive Secretary ; 



Award of $20 based on annual tangible savings of $320.26 , 
CONFIDENTIAL 
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Suggestion No. 1721 „ 

\ 

Date of Suggestion: 12 April 1955 



Scientific 


A, Summary of the Suggestion: 


Intelligence IAC (Capt) 
Intelligence Officer 


The suggester proposes that in all issues of the MLRA, EEAL, 
and other accessions lists, the tables of contents and/or 
abstracts are given in both English and the language of the 
periodical publication, such as Russian, Bulgarian, etc. Since 
the lists are especially intended for use by Government person- 
nel, the inclusion of the foreign language is entirely unnecessary. 
Any user if he has doubts regarding the accuracy of a transla- 
tion, can order the periodical. 


B. Evaluation of the Concerned Officer 

On 1 December 19 >5 the Deputy (CIA Librarian submitted this 
evaluation : 

"The CIA Library has now obtained approve], from principal 
using offices in CIA for application of Suggestion 1721 to the 
Monthly List of R ussia n Accessions produced by the Library of 
Congress under Agency sponsorship. Henceforth, transliterated 
versions of the tables of contents of Russian periodicals will 
be omitted from Part B of the MIRA. 

"The Library of Congress has had two months of experience 
with the suggested change and continues to estimate that an annual 
saving of $5,000.00 will result. The change and savings stem from 
Suggestion 1721 and we recommend that an appropriate cash award 
be granted suggester for his contribution." 


C. ’iecommendation of the Executive Secretary 

Adopt. The tangible savings of $5000 would normally 
entitle the suggester to an award of $150.00. A cash award 
cannot be granted in this case because of his military position 
, k (Captain, US Army, detailed to CIA); however a letter of 
f commendation signed by the Director of CIA is suggested. 
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Surest ion ITo. m 

(Resigned) OC/A Como/ Tech GS-0 


u 
1 

March 195? 


A. Summary of the Suggestion: 

Sv.gr, ester proposes that the Incentive Awards Committee alter 
the printing of the Committee named on stationery , posters, signs, etc. 
to follow the pattern illustrated "below: 

Committee 

for 

Incentive !r 
Awards 

S. Evaluation of C oncerned Office : 

Evaluation of the Incentive Awards Staff on :• June 195? states: 

"The Incentive Awards Committee has al so been . :nown oriefly as 
the Incentive Awards Board 20 Augi^j^^) • Tms STATINTL 

name (IA Board) also continued in use in proposed^^^Hj and 
whi ch were coordinated during tne latter jj3,it ox .^55 
1955 , hut not published before certain policy changes 
made them obsolete. A Staff Study approved by Career Council 
and BDCI 'J March 195? recommended changing the name to Suggestion 
Awards Committee. A new Regulation (tentatively numbered R L0~o. j»5) 
uses the latter (SAC) and will probably be authenticated and published 

soon. 

"The idea had merit and might have been adopted if the program 
had sat still long enough for the name to remain as Incentive Avar s 
Committee for the necessary length of time. Security considerations 
were raised by a member of OS as naming it impractical to use suen a 

suggestion. 

"Recommend non-adoption as the idea cannot oe used. 

C . Recommendation of the E;:ecutlve_ Secretary: 


Disanoroval 


0 
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CONFIDENTIAL 
Suggestion No . 1650 

Date of Suggestion: 17 March 1955 

FI/RI Analyst GS-9 

A . Summary of Suggestion: 

The suggester proposes that a personality file (201) 
Biographical Data Sheet be attached to the inside cover of 
each personality file (sample attached) in order t*? gain 
the following advantages; 



L. Elimination of the time spent in the charge out and re- 
view of entire personality files to determine whether or not 
the individual of the personality file is identical with the 
subject of interest on the basis of biographical data contained 
in different documents throughout the folder. 


2. Increase the availability of personality files needless- 
ly charged out before it was realized that the subject of 
the file was not identical with the subject of interest. 

3* Decrease the work of requesting officers by the elimina- 
tion of personality folders not pertaining to the subject 
of their request thereby allowing them more time for more 
impotent references and. duties. 

B „ Evaluation of Concerned Office ; 

The Chief , HI evaluated on 6 April 1955 this suggestion 
and recommended approval as follows; 

"The subject suggestion has been reviewed in F.I and is 
considered to be worthy of favorable consideration. The 
So cords Integration Division le agreeable to the development 
of the necessary form and regulation to put the subject 
suggestion into effect. However , this suggestion is not orig- 
inal with the suggester but is being done at the present time 
inthe FE area as a result of the Initiative of one 


In view of the above, it is recommended that a dual 
award be made in connecti on with this suggestion, one 
award to go 
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CONFIDENTIAL 

Suggestion No. l6p© Cont. 

Incentive Awards Note 


25X1A 


1. This suggestion was deferred from 2 6 October 1955 
Committe e meeting " to determine if award could also be 
given to 


2. Telephone conversation with 
Chief # RX/FI on 23 March 1956 revealed the following: 


Deputy 


a. This suggestion is definitely not considered within 
the normal job responsibility of suggested. 

b . feels that previously recommended ^15 
was not enough award as this suggestion, saved time for 
a great number of people in the Clandestine Services; 
none of whom would be clerical. 


c. RX did not rncis.n to imply by their 6 April 55 
evaluation that the suggester got the idea from Mr. 


d. The idea has -been adopted. 

C . Recommendation of Execu ti ve Secretary : 

Approval and cash award of 030 based upon intangible 
benefits. Recommend disapproval of dual award as suggested 
by evaluator. Previous application of this idea was not 
submitted as a suggestion; was not adopted for what in 
effect is general Agency Headquarters use, and would reouire 
additional determination of the innovator’s duties, etc. 

A policy of equating informally adopted innovations with for- 
really submitted suggestions could creat extreme difficulties 
in administering the IA Program, 
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SECRET 

Suggestion No, 1621 

Date of Suggestion ; 8 March 1955 

GS-9 25X1 A 

A. Summary of the Suggestion ; 

Suggester proposed a box to be used as a gauge to cut 
2x4' ! s for transports (see attached diagram) 

B. Evaluation of the Concerned Office : 

The Office of Logistics evaluation of 4 April 1956 stated: 

"The suggestion has been reviewed and it has been found that 
this gauge is still used in the Depot. The type storage container 
referred to in the previous reply to the suggestion is one of 
the two standard box pallets used at the Depot ^hich will eventu- 
ally be completely replaced by the Department of Defense approved 
pallet (container) as mentioned in the first paragraph of the 
original reply. 

"Therefore, a re-evaluation is believed appropriate . The 
gauge is presently used and will be used until this type pallet 
is no longer available., A saving of approximately two hundred 
fifty dollars annually is estimated. This can only be an esti- 
mate as it is based upon repairs necessary on existing pallets 
which are accomplished on a "needed repair" basis only. 

"The issuance of an appropriate monetary award is recommend- 
ed." 


25X1A 


Incentive Awards Note 


This suggestion was evaluated by Logistics on 22 April 1955 
and disapproved for adoption. 

On 9 November 1955 a letter was sent to the suggester stating 
that the Incentive Awards Committee had not adopted his idea. 

In March 1956 suggester sent a letter to the Incentive Awards 
Staff stating that his idea was and is being used. 

t 

Subsequent followup with the Office of Logistics resulted in 
evaluation quoted in B above. 


/ 



Recommendation of the Executive Secretary;. 

Adopt. $15 award based on tangible savings of $250.00 annually. 
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CIA INTERNAL USE ONLY 
Suggestion Mo, 1611 


3 March 1955 


Office of Comptroller Area Records 

Officer OS-12 


A. Summary of the Suggestion ; 

Ihe suggester proposed that Agency Regulatory Issuances 
of temporary value be printed on colored paper with the 
expiration date of applicable issuance noted thereon. It 
is maintained that the printing of such issuances on colored 
paper would facilitate in removing inactive material from 
the current files. 

3, Evaluation of Concerned Office : 

On 16 March 1955 Chief, Regula- 

tions Control Staff, recommended disapproval with the follow- 
ing evaluation ; 

"The attached suggestion has been considered by the 
Regulations Control Staff, and it is not felt that its 
adoption is necessary at this time. 

Each Agency notice of a transitory type now carries 
an expiration date, and a reviewer must read the date 
regardless of the color of paper the notice is printed on, 
if he is to keep the book current." 

On 2 August 1955^ Acting Chief, 

Regulations Control Staff, stated.* 

"This suggestion has been adopted partially. Tentative 
regulations are now appearing on blue paper. Notices bearing 
expiration dates appeared for some time before this suggestion 
was reviewed. Colored paper for these publications is not 
thought feasible. It is possible that expiration dates for 
tentative regulations may be required at some future date, 
through the force of circumstance rather than as a result of 
this suggestion," 
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Suggestion No, 1611 
(Continued.) 


STATINTL 

STATINTL 

STATINTL 


IA Note : 

This suggestion was considered by the Committee at 
its meeting of 26 October 1955, Executive Secretary had 
recommended approval and a minimum cash award of ^10,00 
for intangible benefits to accrue through partial adoption 
of the suggestion. However, the Committee deferred action 
in order that tho Incentive awards Staff might determine 
from Regulations Control Staff tho actual value of tho 
suggestion. 

This suggestion has been discussed with 

current Acting Chief, Regulations Control Stall, 
who stated that he could add no tiling to the previous evalua- 
tion but soemod to be in the best position to 

adviso the Committoo con cerning the val ue of the contribution 
made by this suggostor, USSSiB^H stated that ho still 
folt a minimum cash award of 1>10.0Q for intangible Denefits 
represented the most appropriate recognition, _ Ho feels 
that it is still impossible 'bo state more definitely tie 
valuo of this suggestion. He reported that although the 
idea was not original, part of it had boon adopted and it 
did mako a useful contribution, Tho use of blue paper 
to signify tentative regulations was implemented for a 
period of several months. It now s ooms that very few, 
if any, tentative regulations will bo published and 
distributed in tho future. 

Recommendation of Executive Secretary ; 

Approval. Award of $10,00 for intangible benefits. 
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Suggestion No. I 58 L 
23 February 1955 

Office of the DD/I Secretary GS-7 

A. Summary of Suggestion: 

Establishment of a clerical pool of part-time employees 
drawn from the ranks of former Agency personnel who have resigned 
because of household duties. 

B. Evaluation of Concerned Offices : 

Office of Personnel dated 29 March 1955 : "One of the main 
problems in the use of a typing pool in this Agency would be the 
tendency to breakdown the security compartmentalization principle. 
Furthermore , pool arrangements do not provide for continuity in work 
which is an important ingredient to production and Job satisfaction." 

Security dated 4 November 1955: "Inasmuch as there appears 
to be personnel and manpower control problems involved in this sug- 
gestion, generally revolving around Table of Organization ceilings 
for the Agency, it is felt that those offices should determine 
whether or not the suggestion is workable within these frameworks 

Management Staff, C&M (DD/s Area) 23 November 1955: "The sug- 
gested 'part-time' employment of clerical type personnel to be 
administered on a pool basis is not considered to be a satisfactory 
solution to the labor problem of the Agency. 


Date of Suggestion 


STATINTL 


"...no part-time positions are authorized and it is certainly 
unwise to obligate full-time positions to part-time employees. 

"...normal strength accounting practice would reflect such part- 
time employees as full-time employees. 

"Persons (generally wives and mothers) usually try for part-time 
work because their outside lives and circumstances demand so much of 
their time and thought. ..There is no possibility of developing pride 
in their position and performance since they know that they have no 
continuing position or future within such an arrangement, 

"The entire tone of the suggestion is toward giving such persons 
money-e.g., ‘it is money they want and it is money they will get.’ 

It appears unlikely that the Agency could expect much in return." 

C. Recommendation of the Executive Secretary : 

Non -adopt ion. 
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Surest Ion Ho. 1584 


1. See attached brief Which was presented at 8 March 1956 
meeting. At that time t be CocKittee deferred, action and requested 
that it be referred to the Office of Personnel and Management 
Staff, Organisation Ih Methods Staff for joint study and reevalua- 
tion. 


2. The Office of Personnel evaluation of 7 May 1956 is as follows: 


"In accordance with your memorandum dated 23 March 1956, 
this Office has reevaluated subject suggestion in consultation 
with the Management Staff, 

This reconsideration, leads us to the conclusion that our origi- 


STATINTL 


rial evaluation was valid, a view shared by 
seating the Management Staff* 


repre- STATINTL 


STATINTL 


**We h ave discussed the problem, 
tlon with 


particularly the RX sltua- 
This Office has bean 


writing on a special assignment for producing extra, clerical, 
support and, in so doing, is tapping the former employee cate- 
gory as a source for temporary employees both for regular tours 
and part-time night work. This action la independent of the 
suggestion at hand. 



STATINTL 


STATINTL 


“Inasmuch ae the proposal for a general clerical po&L is 
still not considered worthy of adoption and current efform^c 
use former employees as a recruitment source have been estsolf.bhed 
independent ly, it is our view that this suggestion has made 
no contribution „ ** 

3. In view of the (above, evaluation the Executive Secretary 
recommends non -adoption of this suggestion. 
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Date of Suggestion : 



Suggestion No. 1516 
9 February 1955 
Logistics, Admin* Staff 


GS-5 

Career Mgt. Asst. 


A. Summary of the Suggestion : 

The suggester proposes that Standard Form 7D (Position 
Identification Strip) be printed in performated sheets to 
facilitate its preparation. 

B . Evaluation of Concerned Office : 

On 2 May 1956 "the Office of Personnel stated: 

"Employee Suggestion No. 1516 proposes that Standard Form 7D, 
Position Identification Strip, be printed in perforated sheets to 
facilitate its preparation. Our original evaluation of the suggestion 
was that it had merit for adoption by this Agency and .possibly for 
other Government agencies. Accordingly, we recommended its referral 
to the Civil Service Commission for further consideration. 

"The Office of Personnel has not adopted the suggestion be- 
cause a more efficient method of recording the required information was 
devised. Rather than manually typing the SF-7D, we are having the in- 
formation printed on flexoline strips from punch cards whenever any 
significant number is required. However, since not all agencies have 
mechanized their personnel records to the extent that we have, it is 
still likely that adoption of the suggestion might be useful in some 
installations. 


"It is accordingly recommended that you continue processing 
this suggestion to the U.S. Civil Service Commission for evaluation. 
Your transmittal might explain that it has not been adopted by this 
Agency because of our use of machine techniques but that we believe it 
might be helpful in those installations in which the form is now being 
prepared manually." 


STATINTL 

STATINTL 


C. 


19 June 1956 -- Discussion with and Chief, 

RMD reveals that CSC, who would 

get this suggestion if referred interdepartmentally, would not 
adopt it. in charge of Basic Personnel Records and 

File Systems for Federal Agencies. Recommends non-referral to 


CSC. 


Recommendation of the Executive Secretary : 
Disapproval 
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Suggestion Wo. 1508 
Date of Suggestion: 7 February 1955 


STATINTL 



A. Summary of Suggestion: 


Comunications (S3 -7 

Admin Assistant 


The suggester proposes that a coffee dispensing machine 
be installed in Building 11. 

E. Evaluation of Concerned Office: 


The Administrative Staff, Office of Logistics, 6 February 
1956 stated: "Employees are requested to sample the coffee 
from a recently installed "brewed" coffee* machine at Worth 
Building. Employees it Building #11 indicated that the 
"brewed coffee" at Worth Building was entirely satisfactory. 
Based on this, installation of the vending machine was 
requested through PBS. The machine was installed and put 
into operation on 16 January 1956 . 


C . Recommendation of E xec utive Secretary : 


Adopt - no award . 
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.Suggestion Lo , 15>0i|. 


STATINTL 


4 February 1 955 

Office of draining Supply Officer GS-11 

A. Summary eg the Sugg estion; 

Suggestor proposes that permanent wooden dollies oe 
constructed to facilitate storage of chairs under toe K-S 
Audi to rium s tag o . 


E. Ev aluation of Concerned Off ice ; 

On 21 February 1955 toe Office of Logistics statea: 

it This Office is of the opinion that a good suggestion 
has been offered, and appropriate action is uoing taken to 
acquire the so-called dollios. 


As a matter of record, the supply of folding ciair a 
ordered initially was 400, and we do not Poll eve taat tne 
supply has been augmented. Cost of construction for toe 
dollies is estimated to be approximately It appeals 

that this cost would be amortized in about four months on toe 
basis that the movers are utilized thrice monthly, and require 
only one hour instead of two after the dollios are available. 

L yearly savings of approximately >430.00 is indicated. ■’ 


On 23 Hay 1956 the Chief, 


basic School stated; 


STATINTL 


STATINTL 


sugg 

CUg^.\ 


11 1 am advised by the Pe 
esticn is not within trie 
ester, 


rsonnol Officer, 01i, that tois 
normal job responsibility of toe 
| and therefore he is elx,yLole for 


consideration for an award. 


The suggestion has boon adopted and has 
for several mouths with ,,ood results. So fir 
to determine, the estimate of advantages and 
submitted by Logistics is valid, 


been in effect 

C-S >L el'll S.J J-6 

probaule savin 0 


aware. 


I recommend that 00 given 

in accordance with the usual scale," 


rp n-opriate 


, -L L u— i 0 .. 1,1 
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CIA VSR OIL! 

Suggestion no , 
(Continued; 


C . liecommendr tion of t,ie ixecuti v e Secretor y : 

Adopt. Award of :i ,20,00 eased on tangible savings 

IjJLiOO , 00 . 


60 





(TiA I.. 


U ->.-J ^ .. . JJ-L. 
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Suggestion No. 2£il 


STATINTL 



31 January IS 5-3 
Supervi sor GS -9 


A . Summary of the S uggest! cn : 

Suggester proposes that snail stickers be placed on the 
telephones uitli the phone number to call in case of fire. 


B ' Eval u ation of the Conce rne d Office : 

Evaluation of the Office of Security dated 1 May 195 ^ states: 

"Although this office is in complete agreement and sympathetic to 
the basic concept of the attached Employee Suggestion, the subject 
can not be adopted as a result of information received from the 
Telephone Branch of the Office of Logistics and from the Telephone 
Company. In essence, the information states that no stickers, signs, 
or attachments vill be placed upon telephone equipment since this 
equipment is rented and belongs to the Telephone Company . As a result 
of this information, the attached Employee Suggestion can not be 
implemented and further research vill not be done tovard implementation. 

C. Recommendation of the Executive Secr etar y ; 


Di sapproval 
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Suggestion No 6 1502 


Date of Suggestions 27 January 1955 



GS-9 


A 9 Summary of the Suggestion s 

Suggester proposes that the deed bolt locking device on 
combination locks be modified in the following manners 

A floating cup arrangement encompassing the tumblers of 
the ?Lock so that any pressure exerted by punching or drilling 
from the top, bottom or sides in an attempt to open the lock 
would be sufficiently strong to overcome the counter-balancing 
action of the retaining springs, and would activate one or 
both of the dead bolt releasing devices located on both sides 
of the cup 0 

Bo Evaluation of Concerned Offices: 


P hysical Security Divisi on d ated 10 Marc h 1955 : A similar 
idea was proposed by a lock company several years ago and was not 
adopted due to the cost of modification and maintenance thereafter , 
"The modification calls for a much larger lock case, which could 
not be installed on present safe files without completely reworking 
the back of the lock drawer, installing new hard plate and reworking 
the insulated cover on the back of the lock drawer which would 
necessitate further testing to see if the safe file would still 
pass the required fire classification, 

"It is the opinion of this office that the suggester should be 
highly commended for his initiative and thought on this suggestion® 
This idea is entirely out of line with his normal duties, and a 
good deal of his own personal time was used, in the development of 
this idea * " 

Incentive Awards Note: (1) 29 March 1956 discussion with 
■■of the CIA Patent Board revealed that rights 

have been determined as far as the Government is concerned, (2) 

29 March 1956 telephone conversation with ■■■■■■! Chief, 
Physical Security Division, revealed that if the idea was used it 
would be incorporated in the safes by a "safe company" and the 
Government would benefit in that manner, 

C » Recommendation o f the Executive Secretary : 

Non-adoption. 


CONFIDENTIAL 
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CONFIDENTIAL 
Suggestion. No, ll*77 

Date of Suggestion: 27 January 1955 

Medical Chief, Immunization Branch GS-8 


A, Summary of the Suggestion: 

The suggester proposes that a master immunization record 
he set up for the medical Office, 

B* Evaluation of Concerned Offices: 

Chief, Technical Services Division^ evaluation of 3 April 1956 
gives an analysis of the effect of the establishment of the 
Master Card Immunization Record which revealed the following: 
" Tangible Resul ts 

Personnel Time Before. Use (Medical Staff) 

Approximately 'twenty ( 20)’ phone calls daily between 
the Immunization Branch and the Medical File xtoomj 
average time to locate record and relay required 
information was 10 minutes per call. 

Personnel Time After U se (Medical Staff) 

Plione calls eliminated,, 

Savings - 200 minutes per day or 3‘? hrs, per 
day or approximately 833 hrs, per 
year (200 working days). Based on 
two GS-5 personnel minimum, this 
represents a cash saving of,,,,.,,,, ^2,900,11 

per year 

After Use (Processing Personnel) 

Elimination of phone calls saved processing per- 
sonnel the same amount of time (833 hrs, per year). 

Based on GS-9 minimum (average grade of overseas 
traveler), this represents a cash saving of.,,, 182,1*6 

per year 


25X9 



CONFIDENTIAL 
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CONFIDENTIAL 

Suggestion No. Iii7? 
(continued) 


25X9 


ent were 
It is esti- 
mated that these records would require seven four- 
drawer safes if filed separately^ hence, with a 
cost of 0238,00 per safe, this represents a cash 

saving of .^1,666.00 

This estimate does not include the savings repre- 
sented by the release of floor space square footage - 
estimates of the cost of such space is unknown. 

Intangible Results 



"Crash" cases had to be identified by phone as to name 
and assignment in order to provide proper information. 

The use of the master Card eliminated this security risk 
and eliminated 'lire possibilities of name error or error 
in relaying immunisation histories. 

In addition to the immunization data, the master Card 
provides for notation of current medical evaluation status 
and eliminated the necessity of verifying the status of an 
overseas candidate during the i8~hr» pre-embarkation check- 
out, Also this device acts as an indicator to the Iinmuniza- 
tion Branch that the overseas candidate will need a medical 
examination prior to travel so arrangements can be made for 
this at the time the traveler commences his immunizations, 
liis has eliminated the cancelling of overseas trips at the 
last minute due to failure of the traveler to have a medical 
examination when one was required. Prior to the use of the 
card, there was an average of three subh cases per month and 
in each case, travel for the employee and his dependents had 
to be delayed, which represents a serious morale problem and 
frequently a financial burden to the employee." 

Chief, .Records management Staff evaluation of lit hay 1956 
states: 

" This Office concurs in Medical Offices evaluation 
of 3 April 1956. However, we might note that the replace- 
ment value of the safe files mentioned is ’#331.00 each 
totaling 02,317,00, This is 0651.00 more than medical 
Offices estimate. Also, the savings on floor space released 
would be as follows: 


CONFIDED IT AL 
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CO riPIDEN H aL 

Suggestion Mo, llj.77 
(continued) 


a. Square footage per safe 7,5 

b. Total square footage for 7 safes - - 52,5 

c. Estimated cost of floor space, per 

square foot - ~ si>3.50 

d. Total savings from release of floor 

space ;^183.75 


"It is recommended that the suggester be considered 
for an award based on annual tangible saving of 57,563.32." 

C. Recommendation of the Executive Secretary: 

Adopt. Cash award of ij.190,00 based on tangible savings 
of $7,583.32, — 



COi.PIDEMTIAL 
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685 submitted on 6 January 1954 DDP/FI 

1844 submitted on 31 May 1955 Management GS-15 

1980 .submitted on 19 Auguet 195 E . RQM/OIS GS9 

A. Summary of the Suggestions : , 

Part of suggestion #685 proposed that cards in the 
■window of the buses be colored and that colors indicate 
destination i.e, red for Quarters Eye etc. 

1 — 

Suggestion #1044 is basically the same as #685 above 
except that it recommended use of bright luminous colored 
paint . 

Suggestion #1980 proposed that colored lights be mount- 
ed on buses and colors indicate destinations i.e. red 
for Quarters Eye. 

B. Evaluations of the Concerned Office: 

On 14 November 1955 Logistics reported: "This suggestion 
cannot be adopted due to limitations imposed by the District 
of Columbia traffic code. Under the provisions of this code, 
the only lights which may be used on front of vehicles, with 
the exception of emergency vehicles, are white and amber, 
with amber lights permissible only as marking lights or turn 
indicators . 


"Although this suggestion cannot be adopted per se, 
it has served to re-emphasize the problem of providing ade- 
quate identification for Agency busses, and after further 
consideration of this problem, it has been determined advis- 
able to use larger signs with larger lettering on busses 
operating between North Building and Quarters Eye. 

"While no monetary savings are involved in this change and 
although this Office instituted colored signs in busses prior to 
1954, it is believed this suggestion, as well as suggestions 
685 (January, 1954) and 1844 (June, 1955 ), may be considered as 
having made a limited contribution for the improvement of opera- 
tions. It is therefore recommended that the three suggestors 
concerned be commended for their interest in improving Agency 
operations." 

C. Recommendation of the Executive Secretary: 

Adopt. Letter of thanks to suggesters of 1844 and I 98 O, 

No further recognition is recommended for suggester of 685 
as he has already received an award of $10 (28 November 1955) 
for that portion of his suggestion proposing pull cord buzzer 
system for Agency buses. (Note: Suggester of 685 resigned 11 
February 1955) 
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CONFIDENTIAL 

Suggestion No. Hi-39 


25X1A 


Date of Suggestion: 31 December 1954 



Military Personnel 


Sgt. 


A . Summary of Suggestio n : 

The suggester proposes adding pyschological weight to 
the normal " dry" regulations by the formation of teams of 
Security personnel who would act as if they were foreign 
agenda who had slipped past the guards, and would acquire 
through observation and technical means ail the information 
they could; and general knowledge of employees that there 
was such a system to detect their negligence would promote 
better security. 

3. Evaluation of Office Concerned: 


Office of Security evaluation on 5 MBZda -TQSi u ' : " 0 *' oa 
that it believes adoption of the suggested system would work 
to security disadvantage. The present security system is 
designed to provide a security framework within which the 
work of the Agency can proceed with confidence that so long 
as its employees adhere to security requirements, its activi- 
ties are reasonably safe from penetration or unauthorised 
disclosure. The establishment of the suggested system, which 
actually is a provacat&ur -type operation, would tend to con- 
fuse employees to the point where they might not report 
security incidents because of a belief that they could be 
Agency-sponsored acts. Security recommends disapproval. 

C . Recommendation of Executive Secrete yy ; 

Disapproval 


CONFIDENTIAL 
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Suggestion No, 1368 
Date of Suggestion: 24 November 1954 

HHHHHI Training p&so 
A.. Summary of the Suggestion; 


GS-7 


Suggester proposes that all requisitioning offices be 
supplied by the appropriate Logistics Office component with 

any and a11 Purchase or letter orders resulting from a 
a PP roved and coordinated request to the Logistics 

Oil XQ0 t 

B. Evaluations of the Concerned Offices: 


The Office of Logistics evaluated this on 7 January 1955 
ana s*cst v 0 CL * 

?? 88e8ti0 ? is sound and implementation action, is being 

involved JJ 1 ? can be made as to estimated savings 

involved, it is believed this process will aid in accomplishing 
the points listed m paragraph 2 of suggestion," 

1956 and stated : ^ C ° mptroller evaluGted this on 12 April 

"? ie sub ^ ect Paragraph states that the forwarding of a 
n 5 fL° f alb purctla ! e or letter orders to the requisitioning 
office wou^d provide the budget officer of that office with 
a means for maintaining a more accurate running account of 
expenditures for supplies,, equipment and services, 

"Since the implementation of Property Author 

ization Control Procedure tha budg^SS^of t£ requisi ' 
tioning office encumbers property authorizations on the basis of 

adjUStS th6Se encumbrances on the bL is 
P isaue T documents or the Finance Division Status of 

2s toS T Reports. The actual record of expend- 
for supplies and equipment in this situation is the 
responsibility of the Office of Logistics budget officer in his 
maintenance of the obligations of the bulk stock accounts. 

, . In vi ew of the foregoing, it appears that this suggestion 
ou on y be of nominal value to a component budget officer," 

stated” 19 ° Ct ° ber 1955 the Office of Trainings equation , 

"This suggestion has been in effect for several months and 
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Suggestion No. 1368 Continued 



is serving a useful purpose in OTR. No dollar value in savings 
can be placed on it, but it represents a contribution to effic- 
iency and as such is considered worthy of an award." 

Incentive Awards Rote ; 


1. This suggestion was deferred from June 1955 Agenda to 
determine whether it had been implemented in OTR, the Office 
from which the suggestion was submitted. 

2 . ^Paragraph two of the suggestion: 

WHAT THIS POLICY WOULD BE EXPECTED TO ACCOMPLISH : 

It would provide the Budget Officer of the requisitioning 
office with a means for maintaining a more accurate running 
account of expenditures for supplies, equipment and services. 


It would provide the Logistics Officer of the requiaitionin 
office with a means for determining whstbnr or not action is 
taken on the request and would enable him to reevaluate more 
accurately the procurement lead time. 

C. Recommendation of the Executive Secretary: 

.. Award. $25. based on intangible benefits. 



- 2 - 
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SECRET 


Suggestion Not 135? 


Rate cf Suggestion; 18 Navecfcer 1954 



A . Summary of Suggestion ; 


Comptroller’s Office G8-5 

Stat« Clerk -Typist 


To have Building Supply Offices stock commercial and 
legal size Letter ex Paper. 


B. Evaluation of Concerned Office; 


Records Management Division, Management Staff 13 December 
1954 stated; "The price of Commercial Letterex is $3.50 per 
box of 500 3heets, Legal Letterex is $3«&3 per 500, and. Govern 
merit-size Letterex is ^1.84 per 500 sheets. The use of 
commercial size Letterex wouid result in a caving of $.39 per 
500 letters as compared to the saving of $8.69 thru use of 
Government size Letterex. We believe this 'saving outweighs 
any object iono typists may have to using 8?’ X lo| J ’ Letterex in 
conjunction with 8-| JI X 11" bond. 

There would be a saving of $2.03 per 500 letters by using 
legal-size Letterex. Annual savings are estimated to be 
$490.45 based on the use of Letterex in 120,801 letters. 

It is therefore recommended that only that portion of 
this suggestion pertaining to legal-3ise Letterex be adopted. 

C . R ecommend ati on of the Executive Secretary ; 

Award of $25 Based on tangible savings of $490.45. 

£ 

luce rfci e Awards Note: In a recent discussion with Mr. 

25X1 A Records Management 'Staff he stated that this 

form ha3 been adopted and publicized. 
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Suggestion Mo, 132? 

Sate of Suggestions 29 October 1914 

Comptroller jdpF . 

F/ai. iJtF 
v Acer's 3/2. 

A * St^ja^gy o f th e Suggestion 

The auggestor proposes the revision of Foxia 33-9, Notification 
of Transfer of FluxJa or Accounts, dated February 1.953, to assist ir 
an accurate and rapid processing of Time and Attendance Reports (T/A 1 a). 

The new form viould provide those additional features: 

{1} ffoployee Payroll Number (if apjilicahle) 

(2) Travel Order Number (if applicable) 

(3) i. vans act ion Description, broken' down by category, 

U; Space for use by Area Division Budget and Piece, 3 Office. 

(5j Space for use by Finance Division Certifying Office*-, 

(oj Facsimile of the Mi card field* 

In providing a printed space for the payroll number .it is frit that 
the station will -supply the number. This will assist in the accurate 
idenMi Ication of xndividualo and provide the payroll number which 
3.3 necessary for the processing of payroll T/A»». The field has 
been requested to indicate the travel order manner (when available) 

.tor all travel j»erforwed. This order number is used for cross 2-eference 
purposes wh.» the travel voucher clearing m advance is processed, 
l ie transaction description space, broken down b- cateco'rv will 'enable 

t ie station to indicate by a check mark and sw-rrative description " 

the exact nature of the transaction as recorded on the station’s b-oks 
■Lhe space provided for the use of the Budget and Fiscal Office -d! 1 " '* 
snow the obligation reference number, allotrat account number and’* 
signatures of the Authorising and Approving Officers (if apolicsble) . 

A space .has been provided for the signature of the Finance Division * 

^ iicer a3 " so » cf the facsimile of- the IBM card 

field wxll: . •. * 

(.1.J’ eliminate the possibility of error.-in' transcribing 
posting data from the T/a document to a posting voucher 

(2) and will eliminate ore posting entry. At present the 
accounting data is written on the T/A document, -j«nt to 
tfu; Certifying Officer for cert, if 3 cat ion and returned to 
Accmuitn for posting, anti then sent to IM for mhchiag. 

Tiie lasting on the facsimile will furnish porting data’ 
for the Certifying Officer and IBM punching by one roatinr 
operation. The T/A ‘a will be attached to a blue pool ' 
voucher (one station on e voucher) and cent to llib 


SJ5CHR1' 
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SECRET 


Suggestion No. 1328 (Fag© 2 } 


B» jivalua tlon of Con cerned Of flees ; 

Deputy Comptroller* recommended 28 January 1953 : 

"The suggested form, If accented, will eliminate numerous 
personal contacts, which are required in the use of the present 
T/A form to obtain information necessary for the proper handling of 
transfer items. The form, as revised, will include all information 
necessary for use by f ield ^st ations ff Headquarters * Area Division 
Budget and Fiscal " Off ic es , Headquarters * Finance Division, and Head- 
quarters* Machine Records Division. It is estimated that the time 
saved by use of the suggested form would represent a savings to the 
Goverment of from four to six thousand dollars per annum. 

"It is therefore, recommended that Employee Suggestion Mo, 1328 
be adopted. 11 

Incentive Award Hot a 

"Telephone conversation on 7 March 195b with Finance 25X1 A 

Division Office of Comptroller reveals that suggestion has been adopt- 
ed and savings are as recommended in original evaluation. 


C* Recommendation of the Kxeeutlvo Secretary: 


Approval of art award of $150 based on the estimated savings of 
$5,000 fmid-way between, limits of Comptroller's estimate of $4,000 
to $6,000). 



ILLEGIB 



SECRET 
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Date: 21 October 1954 Suggestion No, 1298 


GS-5 

Photographer 


A „ Summa r y of the Suggestio n s 


The suggester proposed that a member of the Microfilm 
Office be sent to a manufacturers repair school. The suggester 
felt that having a qualified, person to repair the microfilm 
machines who was also a member of the Agency would allow for future 
repairs, control security, and less expense. 


B . Eval u ation of Concerned Offices : 

1. LO/Admin* Staff commented as follows: (22 November 1954) 

1, "In connection with last para, on attached routing sheet, 

a check by this Office reveals that: 

a. Printing and Reproduction Division is equipped to 
handle only minor repairs on their machines on site. 

Major repairs require the service of a commercia.1 
representative , 

b. Supply Division is not equipped to handle any kind of 
repairs on these machines, 

2, Suggest that comments of CCD and TSS be solicited," 

2 . TSS advised the Committee as follows: "I deem it sound judgment 
to have on hand a combination operator/ repairman who is well 
trained in the servicing of all types of Microfilm equipment 
(cameras, readers, printers, enlargers, and recorders) in any 
area or station where a large capital investment has been made 
in such equipment, 

"However, in this writer's opinion, due to the many various 
types of Microfilm equipment, (unless limited to 1 or 2 specific 
machine s ) it might prove to be a very tedious and intensive cour se , 

"I am in accord with any suggestion that would cut the 
"tapes-of -delay" to a minimum in getting emergency service on 
machine repairs, 

"Basically, it sounds good to me," (14 December 1954) 

3. The Chief, RI, advised the Committee that; "The subject sugges- 
tion has been reviewed in RI, and is considered to point out a 
problem which has caused RI much concern. The proposed solution 
has a great deal of merit and is worthy of adoption, 

"It is recommended that this proposal be adopted and that RI be 
given authority to begin scheduling its microfilm operators for 
appropriate training," (2 November 1954) 

4. CCD comment is quoted below: 

"We agree with the suggestion, CCD has the capability of servicing 
and repairing the Microfilm equipment installed here. This equip- 
ment includes Recordak Cameras, Diebold Film Processors, 
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Suggestion No. 1298 (Cont’d) 


Microtronics Film Printers, Filmsort Film Mounters. Photostat 
Expediters and several makes of Viewers * The Machine Division 
has several people who have had factory training and rather 
extensive experience with, the above equipment so ths.t a call 
for manufacturer’s service is very rare." (6 January 1955 ) 


5. OTR comment, given by telephone by ia as 

follows? "provision for such training through OTR is feasible,," 

(20 January 1955 ) 

6 . (30 September 1955 ) Business Machines Staff/Management Staff 

states; 


STATINTL 


"A definite need exists in the Agency for well trained 
microfilm equipment repairmen. Their greatest contribution 
would be in preventive maintenance servicing, thus preventing 
major breakdowns. " 

7. (8 March 1956) RI's evaluation states; "The Records Integration 

Division is initiating the necessary action to implement thus 
suggestion*- The monetary savings resulting from subject sugges- 
tion are difficult to estimate. 


Incentive Awards Staff note ; Deputy Chief, RI, in a 

telephone conversation on 6 March 1956 stated that this suggestion 
is not within the job description of any of his employees including 
microfilm personnel* 

Recommendation of the Executive Secret ary ; 

$20 based on intangible benefits. 
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CONFIDENTIAL 
Suggestion. No. 1218 

Date of Suggestion: 23 September 1954 

25X1 A DDP/HI Intelligence Analysis C-S-7 

A. Sdmmary of the Suggestion: 

The suggester, proposes a revision of a check sheet method 
employed by Record Integration for the checking of addressograph 
addresses, as a part of the dally outgoing pouching procedure. 
Examples of the present and suggested revised check sheet are 
furnished. Suggester anticipated saving in labor time, material 
(paper) and storage space for the suggested new form is smaller. 

B. Evaluation of the concerned Office: 

On 13 December 1954 the Chief, Fl/RI evaluated the suggestion 
and advised the Incentive Awards Staff that the suggestion is a 
practical one and will be adopted. He estimated savings and 
benefits at (l) 20 Man hours per week at GS-4 level; (2) release 
of one drawer of needed file space; (3) less margin for error 
in pouch material due to specific indicators which are written 
on tfche check sheet; (4) a reduction by •§ of the mimeograph paper 
now used for this purpose. 

On 23 April 1958 the Chief, Fl/RI stated that savings are as 
noted on his evaluation of 13 December 1954. 

Incentive Award Note : 

25X1 A On 2 May 1956 Chief, Fl/RI stated that 

this suggestion definitely not within Job responsibility of 
the suggester . 

C. Recommendation of the Executive Secretary: 

Adopt. Cash award of $80 based on tangible savings and 
intangible benefits. 

$70 for Tangible Savings computed as follows : 

■§time of GS-4 (3415) = $1707.50 
Saving of mimeograph paper -$1872 
Total ft $±726.22 

$10 for Intangible Benefits is as follows : 

Saving of one drawer of file space 
Less margin for error. 

CONFIDENTIAL 
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CIA INTERNAL USE ONLY 


Suggestion No. 1179 


TSS 

A. Summary of the Suggestion: 


Support Specialist 
Date : 


GS-7 

2 September 1954 


On 31 August 1954 the suggester requested that his previous 
suggestion of piped-in music in the Washington Depot be reconsidered. 
He made a few substitutions and additions to his original suggestion. 
He supported this effort with a questionnaire survey which reflect 
unanimous approval of 23 Section Chiefs at the Depot for piped-in 
music. 


B. Evaluation of Concerned Office : 

Office of Logistics evaluation of 13 March 195*5 states: 

"In July 1955^ music was transmitted through the already 
existing speakers in the Washington Depot and has proved to be 
an excellent morale booster since that time. No additional 
expense was incurred in that the equipment was already installed 
for inter-office communications and the music utilized was, and 
is, that of existing local musical programs. 

"While reevaluating this suggestion, it was found that the 
credit belongs to the suggester for providing music through the 
inter-office communications system and that our previously voiced 
objections can no longer be considered valid. Action should be 
taken to insure that the personnel folder of the individual 
reflects proper credit and that any papers indicating contrariwise 
be withdrawn or negated. Such award as considered appropriate 
should be made to the suggester; however, we are unable to give 
a monetary value on improved morale as savings reflecting there- 
from are intangible and cannot be measured. 

C. Recommendation of the Executive Secretary : 

Adopt, ji^e^award for intangible benefits (improved morale). 

h° 
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Suggestion No. 1169 

Date; 20 August 1954 
DDF/HI Analyst GS-7 

A. Summary of the Suggestion : 

Suggester proposes that Form No. 867 (previously 59-42) and 
Form No. 137 (previously 59-34) be preprinted with the security 
classification "Secret". 

B. Ev aluation of Concerned Offices ; 

Chief, Rl/FI evaluation of 1 July 1955 states: 

"The suggestion has/ been reviewed by appropriate officials 
in RI. As a result of this review it appears that the suggestion 
has merit and a new form has been designed incorporating Forms 
59-34 and 59-42 into a single form. The new form will have 
preprinted the classification SECRET as approximately all forms 
bear this security classification." 

The Chief, Records Management Staff evaluation ,of 1 May 1956 
states: 

"This office considers the suggestion to have merit and is 
implementing its adoption. Annual tangible savings by use of 
preprinted classification are $158.30." 

C. Recommendation of the Executive Secretary ; 

Adopt. Award of $20.00 ($10 for tangible savings of $158.30 
plus $10 for intangible benefits for stimulating a review of the 
forms which resulted in combining two forms). 
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Date of Suggesti on: 25 August 195k 
25X1A Comptroller 

A* Summary of the S uggesti on; 

Responsibility of Locator Information File be assumed by Security 
Office,, 

B„ Eva luation of Co ncern ed Office s: 

The Chief, Physical Security Division, Office of Security, stated: 

"The Office of oeeurity has been studying the advantages and 
disadvantages concerned wi oh the location and relocation of the Locator 
Information File* 

"The above mentioned studies began some months prior to the sub- 
i mission of employee suggestion .,-1159, therefore, this suggestion is 

already in effect and no part of suggestion makes added contribution,," 

The Chief, Telephone oection, evaluated this suggestion 11 January 1 955: 

1 " This suggestion is impractical in that, an employee information 

locator file is an integral part of any telephone (PsX) Private branch 
Exchange Service. 

"The statement made that the Telephone oection is responsible to 
determine what information will be released to an outside caller is 
incorrect,. This determination is made by each Administrative Officer 
through submission of the personnel listing which clearly define the 
action to be 'taken by the telephone operators, 

"The possibility of an error made in reporting a status change by 
an Administrative Officer or failure to report changes immediately is 
acknowledged and do, on occasion, result in the disclosure of semi- 
covert personnel. Any situation of this sort which is brought to the 
attention of the telephone supervisors and is reported to the respective 
Administrative Officer for immediate action," 

Incentive Awards Staff Note: This suggestion was deferred from the 
December 1955 Incentive Awards Committee meeting for further checking 
with the O&M Staff to determine results of their survey on this subject,, 

25X1 A the b<! h Staff evaluated the suggestion on 20 march 1956 

and furnished the following information: (l) The survey is not in 
final form; (2) The suggestion is already in effect and no part of 
suggestion makes an added contribution - ( The O&M Staff initiated the 
survey on 2k August 195k and Incentive Awards staff received the 
suggestion on 26 August 19514-); (3) Ihe Chief, O&h Staff (DD/S Area) 
stated 20 March 1956 that: "An examination of pertiment records reveals 
that (a) the survey was initiated by the management staff on 2k August 
195U and (b) the basic report was completed on schedule , Numerous 
difficulties were experienced in obtaining five concurrences* These 
were not only the occasion of a series of long delays but actually con- 
fused the issues and complicated the possibility of obtaining final 

in sus ? ense 

p -32- 
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jUgS pendSg cSTpl^ion of’more important assignments In 

difficulties, the establishment of a suspense date would oe impractx cable, 

c „ Recommendati on of Executive Secretary . 

Di-annroval Even though the survey has not been put in final form, ^the 
suggestion hplicatee an excerpt oi : a memo from Chief, nachtn^necerc,^ 
Division to Assistant Comptroller dated 6 August 

SKch “as sent to the kanagement dtaff and resulted an the surrey by 
Cfli Staff* 
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^ CONFIDENTIAL 

Suggestion No. 1156 
Date of Suggestion: 25 August 1954 


25X1A 


GB-13 


A » Summary of Suggestion: 

The suggest er proposes that the proper security classi- 
fieation be printed on the Employee’s Suggestion BlarAj- first 
part. This classification should be at least "CIA INTERNAL 
USE ONLiy if not " CONFIDENTIAL" when completed. A warning 
should be printed on the center portion to classify properly 
the information contained in the suggestion. The bottom 
portion of the form is considered to be unclassified unless 
code words or other classified information is used in the 
subject line. 


B. Evaluation of Office Conerned: 


STATINTL 


The Office of Secux-ity on August 24, 1955 state d : 
"Suggestion #1156 has been generally incorporated in ■■■B9 
HIHHMHHHfl: Faras^ 6, 8b and 10 e, the total accumu- 
lation of information and type in any one file would., control 
classification or assignment of control statement such as 
"CIA INTERNAL USE ONLY" . Responsibility falls on originator 
of suggestion and ultimate repository of material as to 
security controls reclassification and storage required." 


C . Rec ommendajt io n of Execut i ve Secretary : 


Di sappi-oval . 
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Suggestion No. 1153 


Date: 25 August 1954 


Resigned (Logistics --Assistant Chief for 

Operations) 

A. Summary of the Suggestion: 


"I suggest that official Notices, Instructions, etc. (especially) 
those in a numbered series), be duplicated on paper which is already 
punched with three holes. 


"Each time one of these papers is filed, it is necessary to stop 
and punch the margin on a 3 -hole punch. The majority of people who 
file these papers file them in a binder. Having the paper punched 
prior to distribution would be a time saver for them and would not be 
an inconvenience to those who do not use binders. This would also be 
an aid to neatness in that all pages in the binder would (presumably) 
be punched uniformly, 

"This observation was made in the Logistics Office but probably 
applies to other Offices also. 

"Some papers have been duplicated so close to the left hand margin 
that parts of words are punched out in preparing them for binders. 

This situation would be eliminated if pre -punched paper is used." 

B. Evaluation of Concerned Offices : 

Regulations Control Staff evaluation of 1 September 1954 states: 

"Agency issuances (which are the only category controlled 
by this staff) are, as a matter of policy, issued on paper pre- 
punched with seven holes so that they will fit any type of binder. 

"There is no uniform control over intra-office issuances 
of various types. It may be possible, therefore, that the 
issuance the suggester is referring to is an issuance of this 
■type* published by one of the subordinate offices of the Agency 
which have not established policy in this respect." 

Evaluation of Office of Logistics dated lS September 1955 states: 

"Office of Logistics regulatory material is issued pre- 
punched to fit a three-ring binder. Insofar as this Office is 
concerned, the suggester is referring to instructions issued at 
the Division level. At this level, the suggestion is appropriate 
for adoption, and necessary implementing action has been t ak en ■ 

"Within this Office the suggestion will lead to limited 
improved operations and as such, a minimum cash award is 
recommended. 


"Since this suggestion may be appropriate for adoption by 
other Offices, additional evaluations should be obtained. By 
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Suggestion No. 1153 (Cont'd) 

this process a more accurate determination may he made as to 
the suggestion's value and the amount of award to be granted." 

Evaluation of Records Integration/FI dated 23 November 1955 
states ; 


25X1A 


"The problem set forth in the subject suggestion does not 
exist in the DD/P area to the knowledge of RI . RI concurs in 
the evaluation made by for the Regulations 

Control Staff." 

Evaluation of Office of the DD/l dated 31 January 1956 states: 


"If this suggestion is of value to some other office in 
the Agency we have no objection to the suggester receiving a 
nominal award. However, I do not envision the DD/l area 
adopting this suggestion for use," 

C. Recommendation of the Executive Secretary: 


Adopt based on implementation by Logistics within their Office. 
Award of $15 based on intangible benefits. 
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CIA INTERNAL USE ONLY 
Suggestion No. 1105 
Date of Suggestion: 2 August 195*+ 

dd/p, fi/ri 


CSS- 13 


A. Summary of Suggestion: 

The suggeeter proposes increasing efforts for the better 
training and coordination of personnel assigned .to the 
Building Emergencies Organisation. Specifically it is 
suggested that all rosters be maintained currently and that 
monthly sessions of instruction and 3rill be given to the 
emergency crews because of the turn, over in personnel. 

B . Evaluation of Concerned Office : 

The Director of Security recommends disapproval on the 
basis that: 

1. Rosters of Building Emergency Officers and staffs 
are maintained on a current basis « 

2. Training in emergency first aid is currently being 
given to first aid teams. 

3 * Arrangements have been made for additional courses 
in emergency fire fighting and light rescue techniques. 

C . Recomen datj.on of Exec ut ive Secre tary : 

Disapproval. 


CIA INTERNAL USE ONLY 
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GS-12 

Budget & Fiscal Office 
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Date; 27 July 1954 Suggestion No, 1099 

ddp/fe 

A* Sum m ary of the Sug gestion; 

Suggester proposes wider use of petty cash funds, 

B 6 E valuation of Co n cerned Offic e ; 

On 16 February 1956 the Comptroller stated; 

win order to comely with your request for our evaluation of the 
subject suggestions/ as set forth in the reference memorandum, it io 
desirable to outline the background of events that relate to these 
suggestions^ 

"Petty cash funds were originally established to provide an 
economical method of payment of small expenses. It w a s consiuered 
advisable for administrative reasons to limit the use of such funds 
to the payment of certain expenses. This view was held when ^pl°} . 
Suggestion #318, the first submitted pertaining to a wider use oi 
petty cash funds, van evaluated, and also »hon the second suggestion 
on this subject, #1099 was evaluated, 

"Subsequent to the submission and evaluation of the subject 
suggestions a proposal ^^as submitted by the Chief of Administration, 
DP/P, with respect to the wider use of petty cash funds, I c 
concluded that this proposal should be accepted and the Chief o 
Administration, Dl/P, was advised that the various offices m the 
clandestine services should submit requests for extended use of 
petty cash funds within osrtain limitations as specifically set forth. 

In view of this conclusion based on the Dr/r proposal, that petty 
cash funds should be utilized to pay additional types of expenses and 
the relation of this conclusion to the subject employee suggestion., 
you were notified of this matter by my memorandum of 8 December 1934. 

You request advice as to the extent that the initiative and 
personal efforts of the suggester of Employee Suggestion ?>1099 affected 
the result of our reconsideration. The initial review by the Technical 
Accounting Staff of this Office of the proposal from the Cmef of 
Administration, BD/P, was made independently and without knowledge o 
the employees' suggestions that had been previously evaluated an 
rejected. Therefore, we do not feel that any credit snould attach 
to the suggester from that standpoint. In this connection, however, 
it was obvious, upon making a comparison later, that the accepte 
proposal from the Chief of Administration, DD/P, was almost verbati^ 
with Employee Suggestion #1099. This fact may well justny a further 
review by your Committee of the circumstances relating to ^ this 
proposal to ascertain whether the basic idea originated with the 
suggester or otherwise, 

SECRET 
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ECK3T 

Suggestion No„ 1099 (Cont'd) 


"The components of the Df/p which have been granted authority 
to extend the use of petty cash funds were listed in my memorandum 
dated 3 March 1955 and no other components have since requested such 
authority * As a result of a review made of recent accountings 
covering these petty cash funds, it is estimated that savings will 
accrue in operations carried out within this Office through wider 
utilization of these funds of between $800 and $1000 annually 0 

n We regret the delay in replying to you concerning this .matter 
and trust that the foregoing information will enable you to make 
final disposition of the employees r suggestions," 

Incentive Awards Staff note s 


1 0 This suggestion originally disapproved for adoption by 
DDP -Administration on 3 August 1954, 

2„ On 19 October 1954, the Chief of Administration, DPP, sent 
a proposal to the Comptroller for a Division petty cash 
fund„ This proposal had been initiated by the Chief, FT 
Division, who stated that it had been prepared by a member 
of his Division, 


25X1A 


3» Chief, Budget and Fiscal of FE Division, 

stated on 26 March 1956 that it was idea that 

was sent forward by Chief, FE to Chief, Admini stration/DDP „ 


C » Recommendation of Executive Secretary ; 


25X1A 


Adopt — award of $45 based on annual tangible savings of $900 
(betweei^f800-$1000) « This award is based on the finding that 
it was idea that was adopted. 


25X1A 
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CIA INTERNAL USE ORLY 
Suggestion No. 106o 


STATINTL 


Bote of Suggestion: 1 6 July 5 4 

dd/p 


Editorial Clerk 

GS-7 


A . Summary of the Suggestion : 

The suggester recommends a general overall revision of 
the routing and record sheet along the following lines : 

a. Elimination of unnecessary instructions, and the 
placement of essential instructions where they are more apt 
to he noticed. 

b. Reductions in the number of lines for addressees 
from fifteen to eight. 

c. Rearrangement of the "Form/’ "No." and "Date clocks. 

d. Provision for more space in the "To" column. 

e. Placement of comments at the bottom of the form 
.rather than to the right of the routing ladder. 



B , Evaluation of the Concerned Office : 

Records Management Staff on 25 November 1955 stated: 

"This evaluation concerns only the suggested s r ecommen dations 
for ' improving Form No. 6l0. That portion of her sugges^TSfr* 
concerning dispatch forms will be evaluated upon our completion 
of a study on Agency dispatch forms and p&bbe&ures . 

■c~~" 

« in response to one of the suggested s recommendations , 

*e have roaa in the ^"column by eliminating 

the column for telephone extensions, which has not ueen used, 
extensively enough to justify its continuance. 



6l0 attributable 



"Other improvements in the design of Form No. 
to the suggester are: 

a. The placement of instructions in the column headings 
where they are more conspicuous ► 

b. The elimination of non-essential instructions which 
provided space for a "Subject" box. 
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CIA INTERNAL USE ONLY 


Suggestion No. 1068 Continued. 

"We have not included in the redesign of Form No. 610 
the suggested s recommendation for rearranging the "Fpom," 
"No,," and "Date" blocks. Placing these item all on one 
line would not provide enough space in the "Fran' 1 block, 

"While we have not been able to adopt all of the suggest- 
er’s ideas, we feel that her contributions Justify an award 
of ^0.00. This amount is based principally on. her ideas 
which, indirectly, resulted in space for a "Subject" box at 
the top of the form. The Office of P^sonnerTOTuieTEBBrn^ 
5,000 Routing and Record Sheets annually in processing appli- 
cations for employment . Saving the applicant's name in 
the "Subject" box fill facilitate processing his papers by 
providing a ready reference to his name. Other hea&ouarters 
components will find the use of this "Subject" box helpful 
in processing papers. About one million Routing and Record 
Sheets are used annually , The amount of processing time saved 
per Form No. 610 used, -and the number of times that' the sub- 
ject of a paper will be included on Routing and Record Sheet's 
cannot be determined. However, the potential of the employee's 
suggestion justifies the award recommended above." 

C * Reco MBsna atlon of Executive Secretar y; 

$20 based on intangible benefits. 


< 
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COKPIDSKTIAL 

Suggestion Mo: 1029 
Date of Suggestion: 23 June 195k 


25X1A 



(dd/p) 


GS-9 Area Ops Officer 


A . Summary of Suggestion . ; 


"When headquarters ships simple administrative forms 
.0 the field the following method of packaging is used: 

The outside coyer is a double cover of heavy paper tape* next 
is a cover of impregnated water-proof cheese cloths ■'•hen a 
heavy cardboard box* following this is a cover on two files 

00 the forms of cardboard as heavy as the outside box. To 
maxe the wrapping complete, there is lastly a paper wrapping 

01 heavy manila paper sealed with tape. There is also a 
cheesecloth-tinfoil covered bag which covers the cardboard 
folder holding the forms in the cardboard box. 

"This seems to be a flagarant waste of money. A card- 
oard folder wrapped in heavy manila paper would suffice 
adequately to get the forms to any overseas station with no 
damage by air pouch. If the forms are shipped by sea 

pouch, one covering of waterproofing in addition would 
suifice. 

, , ''5 t J ., WOUld be a S r eat savings of U.S. dollars and 
;t ms Y r thlB method of packaging was looked into with the 
dea in mind of changing it. if regulations dictate that 
handl ed as described in para yl, then it is time 
tha^ the regulations were changed," 

B • E valuations cf the Co nce rned Office s ; 

29 ? ctober The Administrative Staff /LO stated: 
lals method of shipment was independently placed in effect 
by Packaging and Packing Memorandum #2, dated 1 September'" 

„ T . 21 F ® bru ®*y x 956 Tiie Administrative Staff, OL stated: 

xc cannot be determined at this time that this suggestion. 

?v\n 4 i Uen S® the IUblicatiori of packaging data pr esent- 
y in effect. Discussion was taking place to effect a 

caange in packaging methods at approximately the time that 
this suggestion was in process. 

"In view of the fact that substantiating evidence is not 
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Suggestion No. 1029 Cont, 

avai3.able to correlate the suggested changes to changes adopt 
ed in packaging of administrative forma for shipment over- 
seas, a token award is deemed advisable. The final approved 
method of packaging is presently the same as outlined in 
the suggestion." 


Inc entive Awards Note. 

The suggestion was submitted on 22 June 1954 and 
Packaging and Packing Memorandum #1 <xi 

X Septsafofc?. . 1934, th« Office of Logistics was queried as 
*c possible contribution. 


C. Recommendation of the Executive Secretarv: 



Award of hJO for intangible benefits. 



12 “ 
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Suggestion No. 1019 


Date: 18 June 1954 


Personnel FRD Clerk GS-S 


The attached suggestion brief was processed and approved for 
an award at the January 1955 Committee meeting. A '.>20.00 award 
check was sent to suggester on 3 February 1955* 

On 7 March 1956, of ORE Admin Office called the 

Incentive Awards Staff and reported that the suggester had raised 
the question of whether the award was not too low based on his 
original estimate of savings. 

On 9 March 1956 the suggester was referred to DD/l (Admin) to 
determine if idea is considered deserving of additional award. On 
20 March 1956 Chief, Geographic Research evaluated as follows: 

"The Incentive Awards Committee asks for a re-examination of 
whether or not the Geography Division was, at the time this suggestion 
was made, in the process of considering single spacing for its reports, 
I wish to assure the Incentive Awards Committee that this was the case. 
As a matter of fact, the Geography Division had, since 1948, given 
■periodic consideration to a single-space format but had declined to 
change over because of the difficulty involved and time consumed in 
preparing reproduction master copy. The problem is especially critical 
for geographic texts because of the large number of diacritical marks, 
accents, etc., found associated with geographic matters. 

"It should also be pointed out that the suggester was in error 
in basing his suggestion on 75 reports for the year 195"- • For the 
record, the Geography Division sent 20 reports to the Reproduction 
Plant I with an average of 68 pages per report and the 
average number of copies reproduced was 3^3* Each one of these figures 
is in substantial contradiction of those given in the suggestion and 
should be taken into consideration by the Incentive Awards Committee 
at the time an increase in the award is considered. 

"It is my recommendation that the savings to be realized from 
the adoption of this suggestion be made a matter 01 study oy the 
Reproduction Division of the Logistics Office. A part of this study 
should include the Geography Division to ascertain whether or not the 
processing of reports for singler-space reproduction takes more time 
than double -space preparation; this should be balanced off against any 
savings in actual printing by the Reproduction Division." 

DD/l (Admin) recommendation was to get new cost and savings 
estimates from Logistics on which to base a decision. 

On 24 April 1956 the suggestion was sent to Logistics for evalu- 
ation. The Chief, Printing and Reproduction evaluated as follows: 
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Suggestion Wo. 1019 (Cont'd) 


' Generally speaking, single spaced reports will cost about one- 
lialf as much to print as double spaced reports. This takes into 
account materials and labor. The reports referred to in 
memo (20 reports , 68 pages, 3^3 copies each) would cost approximately 
$4,000 if double spaced and about one -half that amount if single 
spaced. This estimate is based upon the reports being printed 8 x 10-g- 
on both sides of the sheet." 


On 21 May 1956 the suggestion was referred back to DP/l. DD/l 
(Admin) evaluation of 5 June 1956 is as follows: 

"In view of the savings indicated byH^^H^^^Ithat will result 
from this suggestion, I believe that the suggester should now receive 
an additional award to make up the difference from what he was pre- 
viously paid and the full amount for a savings of $2,000. In other 
words, he should receive $55 more*" 

, ~ 7 < 

Recommendation of Executive Se c retary : L ^ 

. 

Additional award of $ 55 * This $55 plus the original Award of 
$20 equal the proper award for a 12,000 tangible saving. 


Although this figure is the best we have been able to obtain, 
it still represents a rather rough approximation. Following factors 
offset each other so that this is probably the fairest decision 
possible without a more exhaustive study of costs and savings than 
seems justified: 


a, C/GR cites extra costs of preparing reports for single-space 
reproduction which should be deducted from savings in printing. 


b. Suggestion seems to have contributed to a solution or decision 
which had been under consideration since 1948 in Geography Division, 



Suggester 1 s original award of $20 was based on intangible 
benefits and approved before the IA Committee was using the new and 
more liberal scale of awards for tangible savings authorized by PL 763 
and CSC. 


d. In interests of equity, this particular case should be 
reconsidered. However, Committee should permit reopening closed cases 
only in exceptional circumstances such as these. 
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Suggestion No. 1019 
A . Summary of the Suggestion : 

The Suggester proposes that reports published, by the different 
components of the Agency be single-spaced on apage in contrast to the 
present Method of double -spacing. It is estimated by the Geographic 
Division.; ORR, that during the Fiscal Year they published 75 reports 
containing an average of 175 pages for each report. There is an 
average ^01 125 copies of each of these 75 reports printed for a total 
01 5> 57o,000 pages of reports produced by one Division with over 
'-^7b9;000 actual sheets of paper used. But, by single -spacing it would 
be ^necessary to use only g sheets instead of 7 to effect a savings of 
25 c /0 on the overall amount of paper used. During one year this would 
mean a savings of 697,266 sheets of paper. Further, reduction in the 
number of pages printed would, of course, reduce the printing cost. 

Txir.e savings would also be realized in layout, camera worn, plate 
making, press time, and bindery. As a point of interest, Report 
No. ER-9 was forwarded on 21 September 1957 to Reproduction for final 
urintin 0 ^ Tne Report contains 253 pages, 166 copies of each for a total 
of - 1-1,99° printings. Should the same Report be printed as suggested, 
the amount of time and cost would be reduced accordingly. 

B > Evaluation of Concerned Offices: 


The ^suggestion was initially forwarded to the Chief, Management 
Staff, 20 June 1954, to determine what reports might be involved, and 
that ^office replied that "a cursory check with some of the publication 
staxfs in the overt offices seems to indicate that the usual format for 
overt office publications is single spaced. The Geographic Division 
of ORR turns up as the one exception to this." 

With this information, the suggestion was referred to the DD/l 
and the Executive, ORR advised the Committee, 8 November 195 -i- of the 
following: 

"This suggestion has been given very careful consideration. Tne 
Geographic Division is making arrangements in the future to single 
space all of its reports with the exception of those for which the 
process of typing masters is already under way. While the change is 
not due entirely to this suggestion, the Suggester should receive credit 
for the prodding which brought about the final decision to make the 
change at this time." 


DD/l (Admin), further advised that review with the 
aoove mentioned disclosed that, although the idea contained in the 
suggestion was not original, the Suggester did cause a review of the 
existing practice and a determination to change from double to single 
spaced reports by the Geographic Division, 

C. Recommendation of the Executi ve Secretary: 


The Committee may consider an award for sparking the action which 
took place as an employee contribution of a suggestion with intangible 
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COKFXDEHTIAL 

Suggestion No. 1019 (Cont'd) 

benefits or an award on the oasis of the tangible savings resulting, 
even though the suggestion was not original. If the latter course ^ 
followed, it will be necessary to secure some estimate mom tne Logistics 
Office. However, it is believed by the Executive Secretary ^that an 
equitable award may be made based on the information at nana. 


CONFIDENTIAL 
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CIA INTERNAL USE ONLY 
Suggestion No. 799 j 

25 March I 95 U 

Operations Asst. Chief Control GS-7 

Operations Info, Control Clerk Q8-4 

A. Summary of the Suggestion: 



B. 


buggester proposes the use of No Carbon Required (NCR) paper 
i or lorms and correspondence in the Agency. 


Evaluation of the Concerned Office : 


Records Management Staff on 4 April 1956 stated; 

■fnii A dctail ^ d technical analysis of NCR paper is attached. The 

bloh™^ ^ al ^ at i° n ^ cove f both tangible savings and intangi- 
lo benefits, is based on this analysis and the results of exhaus- 
tive on-the-job tests of the 12 forms. exhaus- 

- a * . J^^gtkle S avings . The cost of procuring these 12 NCR 

8 °W sets) vas $42,552.46, T?e ,ar.’ Entity f c2bon 
ii-t CaVe ^ for TP J °btained under the same procurement conditions 
woul^have cost * 40 , 5 0 5 . 64 . We therefore pa?d $ 2 , 046.82 more tT 

forms ° n WCR paper ’ However, thru elimination of onc- 

pa H / rOT1 thG Bets ' 8 SOCOnds per sct is ^ the 

decollation and disposition processes by not having to destroy 

Z,r d Carbon papor ’ This wil1 save 1772 man hours per year. 

S S44 oo a ^?rr SC Sa i ary rate 0f $2,0 ° an hour (<E-2 to GS- 14) 

«, 544.00 will be saved annually. Net tangible annual savings 

addc>fl a ^° Unt tQ ($3,544.00 man hour savings less $2, 046,82 

$ 8 ?^? C ° StS,) Rec0Emended ^r tangible savings 

frn m b +ho^r! angl ^ e Sr ncflta t. ^ tt « in intangible benefit stems 
v, , assurance that elimination of carbon paper definitely 
pr ^ cd ^ dos Qn y security violation thru failure to properly handle 

caAo V 1 '^- ror t”£° 

„:°'°°? NCP Forms sets are being used in the most sensitive 

be extreme lv dq,Ua ^ tCrS field where a security violation would 

b0 Extremely serious. Other intangible advantages are* 1 NCR 

papS sets are l / 3 lighter than caJten ^tcrSa^d L s 

f th T rc 2 ul rcd and shipping costs will be reduced 
by a like amount, (when sensitive form are used overseas in 5 SL 

P actor) 2 . NCR; paper is cleaner to handle than carbon 
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■CIA INTERNAL USE ONLY 
Suggestion No. 799 Continued 

paper. 3* It has special applicability in ’Flow Systems', 
that is, instances in which a form flows thru several officee 
with each office adding something to the finished document and 
removing one or more partially completed parts as the form 
is processed. 

c. Based on these intangible benefits the extended degree 
of application and moderate degree of benefits warrants recommen- 
dation of an award of $ 175 . 00 . 

"This suggestion has been adopted. NCR paper will continue 
to be specified for Agency forms whenever economically and proced- 
urally feasible. Based on the tangible savings and intangible 
benefits previously mentioned a minimum award of $240,00 is 
recommended. Further recommend referral to other Security Agencies 
, as FBI, AEC, NSA, STATE, and the intelligence components of the 
Army, Navy, and Air Force. Until NCR paper costs less, govern 
ment-wide use is not recommended." 

C. Recommendation of the Executive Secretary: 

Adopt. Award of $240. $65 for tangible savings of $1497. l8j 

$175 based on intangible benefits noted above. 

Referral to other Security Agencies such as FBI, AEC, and 
STATE etc.. 


eV 
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BOB PAPER 

(BO CAHBCM BKjUIHKD) 

MAROTACTUBKD KTOLtETTELT BY HAIIQBAL CASH EEdSTEB CO. 

L ‘ Liquid Color Beactaat 

{Crystal Violet Lactone) 

C?B fece iWBigMailW s * Solid Color Beaetant 

sad Back WMi»Hiw«n»»nnnmi»«»»M L ii (jcttapolgite) 


car - Costed Itee MMIlMItHIHMIimmil 8 
CADSUG S9PTQRR OF W0 SXSSIMZLAit CBBQCAL CCMTXBOS x SXJOB DE’BK&SXCM 
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,Sug g e s tion No « 714- 

Date of Suggestion: 16 February 19 56 


25X1 A 


25X1A 


25X1A 



TS3 


Photographer 


&' Summary of the buggestion : 

Suggester proposes that a person who is authorized to send material 
to OCR Reproduction have a direct contact with his Document Procuremen 
Officer or the OCR Liaison Officer, 'This would permit predetermination 
of the availability of extra copies from other sources prior to approval 
of the reproduction request. 

B „ 3v a luation of Concerne d Office : 

2 March 1956 - Chief,, Records Management Staff, Management Staff: 

CIA Librarian on 2 7 April 1956 evaluated this suggestion 
and recoSencPed that a statement be incorporated. in the Instructions ^ 
printed on Form No, 36-2, "Reproduction Requisition,” wmoh would urge 
the requester to employ reproduction as a last resort after checking 
with the issuing office, 

"On 17 June 1956 Chi ef, Forms m anagement branch, re- 

viewed the suggestion, concurred in^^^^H recommendation and 
stated that the following statement would be added to Dorm No. 36-2 
when it was revised, "Do not request extra copies of printed documents 
without first ascertaining that the material is unavailable from other 


sources, " 


"Form No, 36-2 was rwcemu-jr i-o*xscu — _ 

The above mentioned statement has been added to the Instructions printed 

on the revised form, 

ii While the addition of this statement to the Form 70 is not exactly 
what the suggester proposed it should result in the accomplishment of 
his aims - elimination of needless reproduction of documents already 
available through other sources, 

"Had the suggestion not been submitted neither this office, the 
Library or 0L/PA3 would have been aware of the existence of this 
problem area. Consequently, no corrective action would have beetx taken. 
Therefore, it is recommended that the suggester be considered for an 
award based on undetermined, intangible savings," 

Adopt for Use, 

C. Recommendation of .executive Secretary : 

Award of • ; j>15 based on intangible benefits. 


recently revised and redesignated as Form 
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CIA INTERNAL USE ONLY 
Suggestion No. 1^50 
Date of Suggestion: 10 January 195^ 

fSUSKSSSUKtSi Management Staffs Records Mgt. Div. Analyst GS-7 
A. Summary of the Suggestion : 

Suggester proposes that FLUORESCENT papers , cardboards and silk 


screens be used where visual impact 
applications are as follows : 

is 

essential. 

A few specific 

1 . 

Open Safe Signs 

6 . 

Bus Signs 


2. 

Air Raid Shelter Signs 

7- 

Priority, 

Expedite etc. Slips 

3. 

Restricted Area Signs 

8. 

Passes 


4. 

Fire Alarm & Exit Signs 

9. 

Posters 


5. 

Classified Waste Signs 

10, 

Danger 



B . Evaluations of the Concerned Offices ; 

The Assistant Management Officer, DD/A Area stated on 28 January 
1955 the following: 

"The suggestion is a good one but must be considered in 
relation with the additional cost, if any. 

"It is suggested that this suggestion be sent to Logistics 
Office, Printing and Reproduction Division for their consid- 
eration with particular reference to the comparative cost 
and any special equipment or skills required." 

The Office of Logistics on 25 February 1955 stated the following: 

"It is doubtful whether the desired results, over and 
above those obtained under present materials, can be Justified 
in view of the additional cost and work involved in processing 
these materials . 

"A rough comparison with materials presently used reveals 
that those suggested cost up to as high as twenty times as 
much. In addition printing with fluorescent papers and inks 
becomes a speciality. Speciality printing always involves 
additional cost in terms of lost time and less production. 

"Applicability as enumerated in the suggestion is negligi- 
ble and would not warrant a set up to accomplish this type 
of work." 
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The Office of Personnel on 28 November 1955 stated the following : 


"The Office of Personnel is using fluorescent gummed 
paper on an experimental basis to determine whether it will 
aid in visually flagging classified manuals, small file boxes, 
etc., which might be overlooked during daily security check. 
Reports received thus far indicate that it is useful in pro- 
viding the needed visual impact. 


STATINTL 


"Th^Meaforus^o^bhefluorescen^paperwasdbtained 
from furnished 

this Office, upon request, with samples of fluorescent colors. 
Based on the samples, an order was placed with the Office 
of Logistics for a limited quantity of fluorescent gummed paper. 


"Although we agree that evaluation by the Office of Security 
should serve as the primary basis for action on this suggestion, 
we would recommend adoption based on our experience." 

The Office of Security on 29 May 1956 stated that: 


"In our original reply to this suggestion, we concurred 
in the suggestion that an added visual impact could be 
achieved if signs or notices, etc. were to be printed on fluores- 
cent papers. We recommended, however, that the suggestion be 
forwarded to Office of Logistics for evaluation from the 
standpoint of additional cost's, if any, 

"The reply from the Office of Logistics indicates that 
the use of the suggested materials would cost up to t wenty 
times as much as materials presently used. Further, this process 
is considered to be a ’speciality' type of printing which re- 
quires more time for less production. The Office of Logistics 
advised that it was doubtful whether the desired results 
could be justified 1 in view of the additional cost and work 
involved in processing these materials;' also, that 'applicabi- 
lity as enumerated in the suggestion is negligible and would 
not warrant a set up to accomplish this type of work. ' 

"While we agree that an added impact could be obtained 
through the use of the suggested materials, we do not feel 
that the added impact, or the increase in security, is commen- 
surate with the added costs and work involved. We, therefore, 
reaommend that the suggestion be disapproved for adoption." 

C. Recommendation of the Executive Secretary: 


Adopt. Letter of thanks in view of the Office of Personnel's 
adoption. No cash award can be given as suggester is a member 
of Records Management Division, Management Staff. 


■ 2 - 
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STATINTL 


Suggestion Nd& ^22- 
Date of Suggestion: 20 May 1953 

Personnel elk, -Typist 


A . Summary of Suggestion : 


That employees be supplied with individual* brightly- 
colored classified trash containers. Markings in large 
letters saying "CLASSIFIED" would make it practically 
impossible to leave them out of the safe at night. 

E . Evaluation of Concerned Office : 

Office of Security, 23 January 195&, reevaluated the 
suggestion and stated: "The presently used white paper 
bag bearing the inscription "SECRET - CLASSIFIED WASTE 
ONLY" waa originated by the office of Security. This paper 
bag will serve two purposes. One* provide a receptacle 
that can be sealed and deposited into the large collection 
bags or into the classified waste vaults that have been con- 
structed in a few of the buildings. The red and white 
colors were selected for there bags because of their 
contrast with the usual office surroundings and thus may 
be readily seen when an office is being secured. The size 
of the bag* 25 pounds capacity, was chosen as an appropriate 
size to secure in a file drawer until filled for disposal. 

It is recommended that the writer of subject suggestion be 
granted a nominal award." 


C • Recommendat i on of Exe c utive Secret ary : 

A- 

An award of <V25 for a suggestion having intangible bene- 
fits . Our records indicate that we received about 8 suggest! ins 
on this subject . However* none of them proposed the design 
presently used by the Office of Security. This suggestion 
is recommended for award as the original suggestion on 
this subject. 
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Suggestion No. 193 

Date: 23 March 1953 



SR Intelligence Officer GS-9 


A. Summary of the Suggestion : 

Suggester proposed fastening security '.check sheets to safes 
by corner holders rather than by scotch tape. Evaluations by offices 
of Security and Logistics were submitted to IA Committee on 14 
February 1955 with recommendation for disapproval. However, the 
Committee deferred its decision and requested referral to RMS for 
more conclusive study and evaluation. This suggestion was studied 
along with many others which proposed various modifications in the 
format and methods of securing Security Check Sheets. 

B. Evaluation of Office Concerned: 


Records Management Division evaluation states the cost of 
adopting this suggestion , processing a directive to implement it, 
procuring and stocking these corners, and replacing them when 
necessary would far outweigh any savings which might be realized 
in scotch tape. The time consuming operation of changing sheets 
every 3° days is not as profound or time- consuming as the suggesion 
infers. This operation is usually accomplished by clerical personnel 
as time becomes available or even prior to wo.ric hours if necessary. 
This office recommends disapproval. 

C. Recommendation of the Executive Secretary: 


Disapproval 
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Suggestion Wo. 140 

Personnel Analyst GS-11 

3 March I 953 

A. Summary of the Suggestion; 



TIae suggester proposes the addition of Personnel Information 
to the Standard Form 52 , Request for Personnel Action which would 
eliminate the need of processing Standard Form 37-50, thereby effecting 
savings in clerical and typing man hours. 

IA_Note; This^ suggestio&was deferred from the February 1956 Committee 

2 ft^vOjEjj£ttee recommended that it be referred to 
Chief, Machine Records Division, to 
determine if suggestion was considered to be within job 
jjesgongjysility of suggester. In a memo dated 27 March 1956 
|stated the following: 


"At the time this suggestion was submitted, mHj[Kd 
was a GS-7 Tabulating Equipment Operator Supervisor in the 
Machine Records Branch, which at that time was a Branch 
under the Office of General Services. His principle duties 
were comprised of Supervision of the Personnel Section and 
the responsibility for Electrical Accounting Machine functions 
in 'fcesafjcing the reporting needs of the Office of Personnel. 
The addition, deletion, or revision of Agency Forms was not 
included as a responsibility in his general duties. It was 
through the evaluation of existing source material that he 
noticed the over -lap of information and therefore submitted 
the subject suggestion." 


B. Recommendation of the Executive Secretary ; 

Adopt. Award of $75 based on tangible savings of $l8l4.00 
(6700 Office of Personnel, $800 Office of the Comptroller, and $314 
for saving safe space). 
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Suggestion fyo, 140 

Date submitted: 3 ’larch 1953 

A. Summary of the Suggestion : • . 

The suggester proposes the addition of personnel Information 
to the Standard Form 52, Request for' Personnel Action vhich-^woiild 
eliminate the neod of processing Standard Form 37-50, thereby effecting 
savings in clerical and typing man hours* 

B . Evaluation of Concerned Office : . 

Internal instructions (Of f ice- of Personnel Memorandum. Do. 
20-645-9, Recording Service Computation Date (SCD), dated 13 July 1955) 
renders the Personnel ,Data Form, Form 37-50, obsolete. . The following 
savings are anticipated in the Office- of Personnel* 2 2 AUG 

• a. Approximately' 5 minutes clerical time to initiate the Form 

,37-50 for eacji individual entering on duty. The entrance on duty 

rate for the last six months average approximately 200 per month, 

■-* • 

•„ ’* • • 

b. Approximately 5 minutes time on the part of thi ihdivIdjR' 
onto;’... no n cuty formerly oonsumed in completing the Form ,>7 X r ,v. , 

c. The average grade of those entering on duty ‘is at about 
the base of the - GS-5 level and the clerical support indicated in a. 
is at the GS-5 level. 

a 

d. At the currently hourly rate of the base level of GS-5 

grade ($1.76) it is estimated that. tills office will realize a. savings 
of about $700 per year. . 

The evaluation of the Office of the Comptroller states: b’e have 
evaluated the effect of the adoption of this suggestion upon procedures 
in the Machine Records Division, Assuming an average of approximately. 

Forms 37-50 per month, we have estimated that a total pf 30^ men 
hours are saved each month in the receipt. and control, coding, filing, 
punching, and machine processing operations. In addition, approximately 
] 5- hours of time oh various IB/1 mactiines are Saved. The value of these 
livings is estimated at about $800 per year. X h •>« 

* . 

C. Recommendation of the Executive Secretary : 

Based upon tangible sayings of *700 by the Office of Personnel 
and XSOO for the Office of toe Comptroller .for a total tangible saving 
of ■ $>1500, an award of $65 is recommended. 


' SECRET 
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